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INTRODUCTION

The Loca Records Committee is pleased to present you with these Records Management Guidelines for
use by dl loca government agencies in the State of Washington. This manua provides ingtructions and
guidelines for public records management based on the provisions of Chapter 40.14 RCW.

This manua incorporates many important changes and supersedes previous versions. Before you
consder digposing of any records, original or otherwise, in any manner, you should consult your generd
or specific records retention schedules that govern the retention and disposition of records commonly
held by local government agencies in Washington State.

The generd records retention schedules can be found and printed from our Webpage at
http://www.secstate.wa.gov/archives/gs.asp or contact your regiona archivist or the Archives and

Records Management Divison for a hard copy.

The generd schedules may not cover dl of the types of records held by an individua agency.
Specificdly, it may not include certain discontinued records, nor can it anticipate types of records that
may be created in the future. If an agencies may finds records that are not covered by the Genera
Records Retention Schedules, the record is considered unique to the agency, authority for its disposition
may need to be obtained by separate Loca Records Committee approva of a records retention schedule
submitted by the agency. Instructions for preparing a record retention schedule for the separate gpprova
of the Loca Records Committee can be found on pages 7-8. For further information on records retention

scheduling, contact your Regional Archivist (seeregional directory page 2 of manual).



STATE ARCHIVES AND RECORDS MANAGEMENT
SERVICES AND ASSISTANCE

Washington State Archives and Records Management is a division of the
Office of the Secretary of State. The division operates under the
provisions of Chapter 40.14 RCW, the Public Records Act, which also
regulates the disposition of all state and local government records.

TECHNICAL ASS STANCE

The Division of Archives and Records Management provides technica advice and support for
compliance with lega requirements and the development of systems for managing records. The Divison
provides standards, guidelines and advice on records retention scheduling, micro graphics, filing,
information retrieva, essentia record protection, disaster preparedness and recovery, records center
operations, public disclosure, and records media.

MICROFILM AND DOCUMENT CONSERVATION

The Division of Archives and Records Management provides imaging production services on a charge-
back bass, including source-document microfilming, output of digital information to microfilm,
microfilm processing and duplication.

STATE ARCHIVES
The Division of Archives and Records Management is responsible for identifying, storing, preserving,
and providing public access to state and local government records that have continuing historical value

beyond their usefulness to the agencies which create them. Such records should be transferred to the
Divison’s nearest regiona branch (page 2) rather than be destroyed.

THE REGIONAL ARCHIVESBRANCH SYSTEM

The Division of Archives and Records Management has developed a system of regiona branchesin
order to make its services more directly available to agencies and citizens throughout the state. For
assstance with public records management and/or archival transfer, contact your Regiona Archivigt.

DIVISION OF ARCHIVES AND RECORDS MANAGEMENT
(http://www.secstate.wa.gov/archives/)

Microfilm & Imaging Services -phone: (360) 586-6232 fax: (360) 664-8814
State Archivist/Deputy State Archivist - phone: (360) 753-5485 fax: (360) 664-8814
State Archives Research — phone: (360) 586-1492 fax: (360) 664-8814

Records Management Services — phone: (360) 586-4902 fax: (360) 586-0368



REGIONAL ARCHIVES BRANCH DIRECTORY

CENTRAL BRANCH
Bledsoe-Washington Building

Central Washington University MS: 7547
400 East 8th

Ellensburg, WA 98926-7547

Tim Eckert, Regiona Archivist

Phone: (509) 963-2136

FAX: (509) 963-1753

Email: archives@cwu.edu

Web Site: cwu.edu/~archives

PUGET SOUND BRANCH

Pritchard - Fleming Building

3000 Landerholm Circle SE MS: N-100
Bellevue, WA 98007

Mike Saunders, Regional Archivist
Phone: (425) 564-3950

FAX: (425) 564-3945

Email: msaunder@bcc.ctc.edu

EASTERN BRANCH

Eastern Washington University
211 Tawanka

Cheney, WA 99004

Sherry Bays, Regional Archivist
Phone: (509) 359-6900

FAX: (509) 359-6286

Email: era@mail.ewu.edu
Web Site: www.ewu.edu/era

SOUTHWEST BRANCH

State ArchivesBuilding

1129 Washington Street SE

PO Box 40238

Olympia, WA 98504-0238

Wayne Lawson, Regional Archivist
Phone: (360) 586-4898

FAX: (360) 664-8814

Email: Southwest@secstate.wa.gov

NORTHWEST BRANCH
GoltzMurray Building

Western Washington University
808 25" Street

Bellingham, WA 98225-9123
Diana Shenk, Regional Archivist
Phone: (360) 650-3125

FAX: (360) 650-3323

Email: State. Archives@wwu.edu
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PUBLIC RECORDS: A SUMMARY OF LEGAL
REQUIREMENTS

Revised Code of Washington (RCW), Chapter 40.14, and Washington
Administrative Code (WAC), Section 434, regulate the retention and
disposition of public records.

PUBLIC RECORDSDEFINED

The term "public records’ applies to any paper, correspondence, form, bound volume, film, magnetic
record, drawing, or other document (regardless of media), that has been created or received by any state
or local government agency during the course of public business (see appendix RCW 40.14.010 and
WAC 434-610-010).

RECORDSASPUBLIC PROPERTY

All public records shdl be and remain the property of the agency. Outgoing officials and employees
must pass such records on to their successors. Furthermore, public records shall be preserved, stored,
transferred, destroyed and otherwise managed according to the provisions of Chapter 40.14 RCW unless
otherwise provided by law (see appendix WAC 434-615-010).

CUSTODY OF PUBLIC RECORDS
Public records must remain in the custody of the agency in which they were originaly created or
received. They shdl not be placed in the custody of any other person or agency, public or private, or

released to individual s except for digposition pursuant to law or as otherwise provided by law (see
appendix 40.14.070 and WAC 434-615-020).

ACCESSTO PUBLIC RECORDS

Access must be provided for the public ingpection and copying of agency records according to the
provisions of the Public Disclosure Act (see appendix RCW 42.17 and the "Public Disclosure Act” page 38).

DISPOS TION OF PUBLIC RECORDS

Public records may be destroyed or transferred only in accord with the instructions and approva of the
Washington State L oca Records Committee (see appendix RCW 40.14.070).

THE LOCAL RECORDSCOMMITTEE

The Washington State Local Records Committee includes the State Archivist and representatives of the
State Auditor and the State Attorney General. This committee has the authority to review and approve
the disposition of al loca government records (see appendix RCW 40.14.070 and WAC 434-630).

RECORDSRETENTION SCHEDULES

Local agencies may establish arecords control program based on records retention schedules submitted
to the Loca Records Committee for approval. The Committee may approve, amend, or reject these
schedules. Oncethe Local Records Committee approves arecord retention schedule, the agency has the
authority to dispose of the records listed thereon, according to their minimum retention periods, on a
recurring basis until the scheduleis revised or amended (see appendix RCW 40.14.070).
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AUTHORITY TO ADOPT GENERAL RECORDSRETENTION SCHEDULES

The Loca Records Committee may approve and issue records retention schedules giving authority to
loca agenciesfor the disposition of specific types of commonly held records. General records retention
schedules provide this authority on arecurring basis until such time as they might be revised or rescinded
by the Committee (see appendix WAC 434-635-050).

USE OF MICROFILM

Complete, clear, and authenticated microfilm copies of public records, which meet state standards, have
the same legd status as the paper originals (see appendix RCW 40.20.020 and RCW 5.46.010 and
"Microfilm’ page 37).

AUTHORITY TO TRANSFER RECORDSTO THE STATEARCHIVES

Instead of being retained permanently by the agency, records designated as having archiva or historical
value may be officialy transferred to Division of Archives and Records Management headquarters or one
of itsregiona branches. Itisillega to transfer public records to private persons or organizations or to
depositories not designated by the State Archivist (see appendices RCW 40.14.070 and WAC 434-615-
030).

METHODSOF DESTRUCTION

WA C 434-640-010 RECORDS DISPOSAL — GENERAL

When the Local Records Committee has authorized the destruction of public recordsin accord with
Chapter 40.14 RCW, it shall be the responsibility of the agency having received the authorization to
cause such records to be disposed of promptly and effectively, after they have met their approved
retention period.

WA C 434-640-020 DISPOSAL OF CONFIDENTIAL RECORDS

It isthe agency's responsibility to ensure that records exempt from disclosure per Chapter 42.17 RCW, or
which are otherwise considered confidentia, are protected from unauthorized access during any disposal
process. The primary purpose of such disposa shdl be that of reducing the recordsto aniillegible
condition.

WA C 434-460-030 DISPOSAL BY RECYCLING
Pursuant to disposa authorization fromthe Local Records Committee, an agency may dispose of records
by recycling, under the following conditions:

1) The prompt destruction of the records shall be ensured, and the responsibility for such
destruction shall continue to be that of the agency until effectuated.

2) Therecycling agent or entity shal have required licenses and shdl be insured or bonded.

3) Records shdl not be kept in unattended and unprotected storage while awaiting their
destruction.

4) Theagency or its authorized agent shall have in effect a contract or written agreement
with the recycling entity, which includes these conditions.



AUTHORITY FOR THE DISPOSITION OF LOCAL
GOVERNMENT RECORDS

Under the provisions of RCW 40.14.070, the Local Records Committee has the
authority to review and approve the disposition of local government records. The
Local Records Committee may approve the destruction of specific records submitted
on lists by individual agencies, grant individual agencies continuing disposition
authority for specific types of records through the approval of records retention
schedules, or approve and issue general records retention schedules which provide
continuing authority to different types of agencies for the disposition of commonly
held records.

DEFINITION/USE OF GENERAL RETENTION SCHEDULES

WHAT ISA GENERAL RECORDSRETENTION SCHEDULE

A generd records retention schedule isissued by the Loca Records Committee to serve as the retention standard and
disposition authority for records series commonly held by particular types of loca government agencies.

USE AND APPLICATION OF GENERAL RECORDSRETENTION SCHEDULES

DIRECT APPLICATION

Generd records retention schedules may be applied directly by agencies as an authority to destroy the
records listed thereon after the expiration of their approved retention periods. This requires no further
authorization or approval. An agency should compile and maintain summary documentation of the records
it destroys to verify the date of destruction or disposa for public disclosure purposes. (See Documenting
Records Destruction page 13.)

ASA GUIDE FORFORMULATING INTERNAL WORKING SCHEDULES

The general schedule may list records, which are not maintained by the agency. Therefore, an "interna
working schedule,” which is restricted to records that are specificaly kept by the agency, may be
abgtracted from the generd records retention schedule. The "internal working schedule’ must cite the
disposition authority number, and schedule and item numbers, from the genera schedule, but otherwise
may be formatted as best suits the agency.

REDUCTION OF RETENTION PERIODS

Generdly, retention periods for officia public records (OPR) are fixed by law and cannot be reduced. The
retention for office files and memoranda (OFM) are often more flexible. If an agency wishesto have
retention periods for OFM records listed on the genera schedules reduced, it must prepare a SSA-24,
citing the records series and retention periods requested, and submit it to the Local Records Committee for
approval.

DISPOSTION AUTHORITY NUMBER (DAN)

A Disposition Authority Number (DAN) is assigned to each destruction list, records retention series and
general records retention schedule approved by the Local Records Committee. The appropriate DAN




should be cited in the process of documenting the disposition of any local government record. If aDAN
cannot be identified for a particular record, thereis no lega authority to dispose of it.

DISPOSTION AUTHORITY FOR RECORDSNOT COVERED BY A GENERAL
RECORDSRETENTION SCHEDULE

Those records series held by an agency, which are not listed on the genera records retention schedule, may
be scheduled for disposa by preparation and submittal of form SSA-24, "Public Records Retention
Schedule and Destruction Authorization.” Once gpproved by the Loca Records Committee, these
individua records retention schedules should be incorporated into the internal working schedule.

SUBMITTING A RECORDSRETENTION SCHEDULE FOR LOCAL RECORDS
COMMITTEE APPROVAL

BASC STEPS

Preparethe proposad records retention schedule usng the SSA-24 Public Records
Retention Schedule and Destruction Authorization form (see & indructionsand SSA-
24 pages 8-10). For further informetion or dectronic versons of theformplease
contact your Regional Archivigt (see directory page 2).

Either the agency Records Officer, or the head of the unit/division/office
that is submitting the schedule must sign the completed Retention
Schedule (SSA-24). The Local Records Committee will not accept records
retention schedules that have not been sgned.

Make a copy of the retention schedule for your records and mail the
original signed copy to the Local Records Committee at the following
address:

OFFICE OF THE SECRETARY OF STATE
Division of Archives & Records Management
Local Records Committee

PO Box 40238

Olympia, WA 98504-0238



LOCAL RECORDS COMMITTEE APPROVAL PROCESS

ACCEPTANCE AND PROCESSING:

The records andyst date-stamps, logs and reviews the overadl schedule for required information for clarity
and addresses any potential questions that the Committee may find questionable (sgnature, genera
information contained on the SSA-24, General Schedule items not requiring review, retention issues,
OFM/OPR designations, etc).

You are not required to submit general schedule itemson an agency recordsretention schedule
(SSA-24). Dispostion authority and retention requirements have alr eady been established for these
recordsand require no further approval by the Local Records Committee. However, if the agency
requiresalower retention period than that provided by a General Records Retention Schedule, you
will need to submit the series on a SSA-24 along with written justification for the deviation (different
retention, etc.).

When an agency submitsarecordsretention serieson an SSA-24 that is determined to be a general
schedule series. The General Schedule disposition authority number will be assgned to therecord
seriesrequiring no further signature approval.

If there are any questions concerning the retention schedule, either the records analyst or the Regional
Archivigt contacts the agency for clarification.

WHEN GENERAL CRITERIA ARENOT MET:
The schedule is returned to the agency for further work.

WHEN GENERAL CRITERIA AREMET:

A Disposition Authority Number (DAN) is assigned to the record series. The Regiona Archivist receivesa
copy of the retention schedule to identify record series that have potential archival value. The schedule
then proceeds to the Local Records Committee for final approval.

An open public meeting is held on the last Thursday of every month, 10:00 AM, at the Divison of
Archives and Records Management, State Archives Building, 1129 Washington Street, Olympia,
Washington. If you would like to attend, please contact the Records Management section at (360) 586-
4902 at least two days prior.

Members consst of

State Auditor, who serves as Ex Officio Chair of the Committee and ensures that the proposed
retention periods are sufficient to protect an agency’ sfiscal integrity and audit requirements.

Assistant Attorney General, who serves as Vice Chair of the Committee and ensures that
proposed retention periods are sufficient to protect an agency’slega rights, responsibilities and
ligbilities.

State Archivist, who serves as the Secretary of the Committee, ensures that proposed retention
periods reflect sound records management principles and designates records with potentia archival
value that should be appraised for transfer to the gppropriate State Archives Regiona branch at the
end of their approved retention periods.



THE LOCAL RECORDS COMMITTEE HASTHREE OPTIONS

Approves the records retention schedule as proposed by the agency

Approves the records retention schedule with amendments

Does not approve the schedule as proposed by the agency (the agency is contacted with an explanation or
request for further clarification)

Approval is granted by unanimous vote as verified by the signature of
each Committee member on the schedule.

Within five working days after the Local Records Committee has approved the schedule, a signed copy is
sent to the agency and Regiond Archivist. The origind approved schedule isfiled at the Divison of
Archives and Records Management.

IF THE AGENCY DOESNOT AGREE WITHANY AMENDMENTSMADE BY THE LOCAL RECORDS
COMMITTEE

The agency may resubmit the schedule with written justification or persondly present its issuesto the
Loca Records Committee at its next mesting.

PREPARING A RECORDS RETENTION SCHEDUL E (SSA-24) FOR RECORDS
COMMITTEE APPROVAL

BASIC INFORMATION NEEDED BEFORE ENTERING A RECORD SERIES
ON A SCHEDULE

(Recommend conducting a records inventory to obtain accurate information)
Determine the records series title.

What is included in the records series- forms, correspondence, reports, case files?
What function and purpose does it fulfill?

Is it an original record or a copy?

If other copies of the original exist elsewhere, which office has responsibility for the
primary copy?

What retention values does the record have - administrative, legal, fiscal, research?
Is it subject to audit?

Is it summarized in other records?

How frequently is it referenced?

What is its volume?

What are the inclusive dates of the records currently held by the agency?

What volume of new records is created each year?



STATEOFWASHINGTON
OFFICEOFTHESECRETARY OF STATE

LOCAL RECORDSCOMMITTEE

DIVISION OF ARCHIVESAND RECORDSMANAGEMENT

PUBLIC RECORDS RETENTION SCHEDULE
& DESTRUCTION AUTHORIZATION

1. AGENCY TITLE AND MAILING ADDRESS 2. OFFICE OF RECORD 3. NAME AND TITLE OF RESPONSIBLE OFFICER 4. TELEPHONE 5. DATE OF SUBMITTAL
( )
13.
12. RETENTION DISPOSITION
10. LOCATION OF PERIOD AUTHORITY
8.OPR/ | 9.INCLUSIVEDATES PRIMARY OROTHER 11. VOLUMEOF | NOTEIF PRIMARYOR NUMBER 14. ARCHIVAL
6.ITEM# 7. RECORDS SERIES TITLE AND DESCRIPTION OFM FROM COPIES RECORDS SECONDARY COPY (Ifexisting) DESIGNATION 15. REMARKS

16. AGENCY APPROVAL (SIGNATURE REQUIRED)

FOR OFFICE USE ONLY
ACTION BY LOCAL RECORDS COMMITTEE:

L] APPROVED [] APPROVED WITH AMENDMENTS

L] NOT APPROVED

FOR THE ATTORNEY GENERAL

FOR THE STATE AUDITOR

THE STATE ARCHIVIST

Ingtructionson back (SSA-24 —Revised 4/01)




INSTRUCTIONS FOR FILLING OUT THE PUBLIC RECORDS RETENTION SCHEDULE AND DESTRUCTION AUTHORIZATION

This form is to be used to schedule your agency's unique record series only. DO NOT list series that are covered by local government general record retention schedules. This form may be used for either recurring unique records or unique non-recurring (one-time)
records. For recurring records scheduling as provided by WAC 414-24-040, complete all items on this form as described below. For one-time records destruction authorization as provided in WAC 414-24-030, complete all items except #12 Retention Period, which
should be left blank. Mail original to: SECRETARY OF STATE ARCHIVES AND RECORDS MANAGEMENT DIVISION, LOCAL RECORDS COMMITTEE, PO BOX 40238, OLYMPIA, WA 98504-0238.

Category

Ingtructions

Agency Titleand Mailing Address

Enter the name of the parent agency, (i.e. Thurston County, Port of Grays Harbor, and City of Seettle. Etc.) and themailing addressfor returning the
schedule

Office of Record

Enter name of theloca office, section, or department in which the recordsare located (e.g. Auditor’ sOffice)

Nameand Title of Responsible Officer

Enter the name andtitle of the officia (records officer) or person who has custody or responsibility for therecords

Area Code/Telephone Number : Enter the area.code and tel ephone number of records officer/coordinator or contact person pertaining to thisschedule
Date of submittal Enter the date submitting to the Local Records Committee
[tem number Enter sequence numbering of record series entered beginning with 1 (one)

Record SeriesTitleand Description

Title: typetitlein al CAPS WhenRevising or enteringanewrecord series, The Records Management section strongly recommendsyou completea
recordsinventory to useasaguiddinefor scheduling arecord series. Titlesand descriptions should clearly identify therecord series. Remember: do not
useofficejargon orinforma titles, do not useform numbersin either titlesor descriptions. Includethefollowing dements. = Subject of therecords(eg.,
land, tax, recreation) & Function/Purpose (e.g., litigation, election, assessment) s Form of Materid (e.g., deeds, ledgers, photos, maps, licenses)
Examples: TAX ASSESSMENT LEDGERS (not tax books); LITGATION FILES (not Office Files); DOG LICENSE APPLICATION FILES (not PX-25's or
other form titles); MOTOR VEHICLE INCIDENT REPORTS (not Y ellow Forms); STUDENT MEDICAL EVALUATION FILES (not Student Files)

Destription: typein sentence (lower) case. Recommendationsfor both existing and new record series: Describethefunction, purpose, and content of the
record series. Indicatethefull name of any abbreviationsor acionymsthat are used. Providing detailed information will assist the Local Records
Committee' sreview and gpproval process. If the description or any part of the record seriesisbeing revised from an exigting schedule, indicate thisby
typing (REVISED) & theend of the description.

OPR/OFM Classification

Each record series must be classified as either an Officia Public Record (OPR) or Office Filesand Memoranda (OFM). (Seepage 11 or Appendix RCW
40.14.010.

Inclusive Dates

Enter inthe“from” columntheyear of creation for the oldest records currently held. Enter inthe“to” columnfor Active series. Present. If Discontinued
series. indicatethelast year of record (i.e. 2000)

Location of Primary or Other Copies

Enter thenameof any other departrent or officethat holdsacomplete copy of theseries. If the other location hasthe primary or official copy of theseries
add “ Primary Copy”

Volume of Records

Enter an estimate of the volume (space occupied) of recordscurrently held, preferably incubic feet. A lega-sizefiledrawer will hold three cubic feet of
recordsand aletter-sizefile drawer will hold two cubic feet.

Retention Period

Enter the minimum amount of timethat recordsin the serieswill be held by the agency to meet administrative, lega, audit, and reference requirements (see
pege 11)

Disposition Authority Number (DAN)

Revisad/Exigting Series. enter the old DAN. New Series: L eave Blank

Archival Designation

Determined by the State Archivist

Remarks

Enter theappropriatelegal citations or other conditions affecting the retention of therecord series or special disposal needs (i.e. shredding of records thet
contain confidentia or persona identifiableinformation). Otherwise, leave the column blank for the use of the Loca Records Committee

Agency Approval

Enter the Sgnature of the agency Records Officer and any others designated to review the schedule beforeit is submitted to the Local Records Committee
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ASSIGNING OPR/OFM CLASSIFICATIONS

Public records are defined as information made or received by any government entity of the statein
connection with the transaction of public business regardless of the information’s physica form or
characterigtics. In the state of Washington, the disposition of al public records held by locad government
agenciesis subject to the approva of the Loca Records Committee as provided by RCW 40.14.070 (see
appendix). RCW 40.14.010 (see appendix) divides public records into two classifications: OPR (Official
Public Records) and OFM (Office Files and Memoranda).

The OPR classification covers records that have primary legal or official vaue. The required retention
of recordsincluded in the OPR category is a least Sx years after the completion of the actions that they
document, unless the Local Records Committee approves a shorter retention period.

The OFM classfication covers records that have administrative value. The retention of records
included in the OFM category is usualy based on the agency’ s administrative needs. Administrative
vaue tends to last for amuch shorter period of time than legal or officid vaue, generdly one to three
years.

OFFICIAL PUBLIC RECORD (OPR)

Appliesto origina/primary records that:

%5 Serve as primary documentation of financia transactions relating to the receipt, use and
disposition of public property and funds

%5 Serve primary documentation of all agreements, contracts and bonds of any nature
%5 Serve as primary documentation of al claimsfiled by or againgt the agency

%5 Arerequired to be filed as aresult of a specific law

%5 Provide primary documentation of an officia action or commitment by the agency

Contracts Grievance files
Court casefiles Cash receipts
Examples of OPR records Invoice \_/ouchers Personn_el files
Inmate files Purchasing records
Payroll registers Minutes of boards, commissions and committees

OFFICE FILESAND MEM ORANDA (OFM)
Appliesto:

« Records not faling within the OPR definition

= Generd officefiles

= Any other record kept for purely administrative purposes

Copies of OPRs Referencefiles
Examples of OFM records | Generad correspondence Subject files
Routine informationa reports

11



RECORDSRETENTION VALUES

ADMINISTRATIVE VALUE

Records have adminigrative va ue as long as they provide information needed for an agency’ s current or future
operations. Generdly, eighty percent of the references made to a record occur within one year from the date it is
cregted. The adminigtrative vaue of most records is exhausted within two years. However, afew records provide
information about an agency’ s origin, organization, policies and functions, which has long-term adminigtrative
vaue.

LEGAL VALUE

Records have legd vaue as long as they provide enforceable documentation of the agency’ s rights and obligations.
Ordinances, resolutions, contracts, and agreements are examples of records of primary lega vaue. Some records,
such as governing council minutes, ordinances and resolutions, have permanent legd vaue. The legd vaue of
other records, such as contracts and agreementsis limited by the time they remain in effect plus the gatute of
limitations on the agency’ s ligbility for the terms and conditions that they document. Thus, the andard retention
period for contracts and agreementsis termination plus Six years.

FISCAL VALUE

Records have fiscal value aslong as they provide information needed to track agency revenue and
expenditures or to document its financid transactions. Examples of records with primary fiscal vaue include
budgets, alotments, ledgers, periodic accounting reports, vouchers, and warrants. Fiscal records that also
have legd or officia vaue, such as primary copies of budgets, ledgers, and vouchers have longer-term
retention value than fiscal records with administrative vaue, such as periodic accounting reports.

RESEARCH/HISTORICAL (ARCHIVAL) VALUE

Some records have long-term research val ue because they provide significant documentation concerning the
development of the agency’ s mission, policies, programs, and the area(s) it serves through time. Once the
agency determines that the administrative, legal, and fiscal needs for such records have been exhausted the
records should be transferred to the appropriate State Archives Regional Branch for long-term preservation
and public research use.

RECORDS DESGNATED FOR POTENTIAL ARCHIVAL VALUE

State law (see appendix Chapter 40.14.070) requires that all public
records designated by the Local Records Committee as having historical
or archival value must be either transferred to the Division of Archives
and Records Management or preserved and retained by the office of
record in accord with standards established by the State Archivist.

Contact the Regiona Archivist in your area (page 2) for archival appraisa and transfer and as well as records
management advice and assistance.
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DOCUMENTING RECORDS DESTRUCTION

The following types of forms should be used internaly by the agency to document the date and
method of destruction for non-archival records that have passed the retention periods approved for
them by the Loca Records Committee as per WAC 434-640.

SAMPLE
CERTIFICATE OF RECORDSDESTRUCTION

[ , &cting as an agent of (Agency Name) , hereby certify that the following
public records were destroyed a:cordl ng to the provisons of WAC 434-640.

Vouchers: 1967-1990, Disposition Authority GS50-03A.20
Internal Audit Reports: 1985-1991, Disposition Authority GS50-03F.1
Audio Tape Recordings of Council Meetings. 1990-1991, Disposition Authority GS50-05A.2

Dedruction executed by~ (Method of Dedtruction) |, on this day of ,19

Location of Disposa

Signature of agent

Title

SAMPLE:

PUBLIC RECORDS DESTRUCTION LOG

Records Series Inclusve Dates Dispostion Authority | Dateof Disposal
Vouchers 1960-1987 GS50-03A.20 6/15/97
Interna Audit Reports 1985-1991 GS50-03F.1 6/15/97
Audio Tape Recordings of Council 1990-1991 GS50-05A.2 6/15/97
Mestings
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MAKING PUBLIC RECORDS MANAGEMENT WORK
FOR YOUR AGENCY

RECORDS MANAGEMENT BASICS

THE CHALLENGE

Our ahility to control information has not kept pace with our capacity to produce it. For example, who in
your agency knows?

What is the total volume of records being held?

What portion(s) of those records are active, inactive, or obsolete?
How rapidly those records are growing?

How many forms are being used?

How much time is required to prepare each form?

How many reports are being produced and who receives them?

How much time it takes to file, reference and re-file records?

The absence of answersto these questions may have a tremendous impact on the efficiency and cost
effectiveness of your agency. Consider the following:

THE INVESTMENT IN RECORDS

RECORDS CREATION

Eachinch of file space contains up to 160 pieces of correspondence, reports, or forms. Origina
correspondence has been reliably estimated to cost as much as $12.00 in professional and clericd timeto
prepare. That adds up to as much as $1,920.00 per inch or $48,000.00 per file drawer in value.

RECORDS MAINTENANCE

The average annud cost of filing and retrieval is about $48.30 per fileinch in clerica and supervisory
costs.

RECORDS STORAGE:

The average cost to lease office gpace in Washington State is about $25.00 per square foot per year. On
that bas's, it costs $600.00 per year to house each letter-gze, four-drawer filing cabinet and $900.00 per
year to house each legal-Sze, four-drawer filing cabinet. Keep in mind that as the cost of inflation and the
cost of energy increase, these figures will increase (cost analysis established by the Washington State
Department of General Administration; 2001).
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THE SOLUTION

RECORDSMANAGEMENT

“Records management” encompasses a number of activities and techniques that contribute to
the common goa of making records keeping easier, more efficient and more cost-effective.
These include, but are not restricted to, records retention scheduling, non-current records
storage, files managemernt, forms management, micro graphics, reports management, and
essential records protection. Any or all of these techniques may be incorporated into a specific
program to meet the needs of your agency.

Ideally, records management should encompass the entire
records life cycle, including creation, filing, active use, inactive
storage and ultimate disposition.

The Public Records Life Cyc}e
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The Division of Archives and Records Management publishes a number of manuas and
handbooks on public records management. These publications are available upon request
through your Regiona Archivigt.
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DEVELOPINGA RECORDS MANAGEMENT PROGRAM

This section is based on strategies used to devel op successful records management programsin
local government agencies. They may be modified to meet your agency's specific needs.

ESTABLISH THE PROGRAM

DETERMINE THE SCOPE OF THE PROGRAM

The scope should be based on the size and complexity of your agency, its resources, and its
records management requirements. Gather information on how records are currently managed
in the agency and identify problem aress.

DEVELOPA PROGRAM STATEMENT

The program statement provides a summary explanation of the program’s purpose and scope. It
should include the program’s mission, god's, objectives, and the resources necessary to
successfully carry out the program. Ask your Regiond Archivigt, other agencies with

successful records management programs, and key agency personnd for input.

OBTAIN SUPPORT FROM THE TOP

The success of any management program is dependent on active support from the highest level
of agency leadership. Y our agency head should understand the program's mission, goals, and
objectives, aswdll as provide the resources needed for the program.

APPOINT A RECORDS OFFICER

The Records Officer is responsible for coordinating the development and maintenance of the
records management program. Programsin larger agencies may require a full time position to
accomplish thistask. In smaller agencies, Records Officer responsibilities may be assigned to
existing position as a part-time duty. Agencies with successful records management programs
may be used as benchmarks for the appropriate level of staff support.

ANNOUNCE THE PROGRAM

The head of your agency should officialy announce the program before implementation. The
announcement should state the program mission, identify the Records Officer, and mandate
cooperation throughout the agency. Seefigure 1.3 for an example that may be adapted for your

agency:

To: All Departments- All Personne
From: Agency Head
Subject: Records Management Program

Itisthepolicy of thisagency to comply with state law regarding the retention, protection, public accessibility, and disposal of
al agenciesrecords and adopt efficient records management practices. This policy isbeing implemented through anew
Records Management Program.

T he Records Management Program will help us make our records eesier to access and less expensiveto keep. 1t will dlow us
to get the maximum benefit out of limited resources available for records and information systems, and will savetimeinfiling
and retrievd. It will asoinsure the preservation of essentiad and permanently valuable records.

(Mr./Ms) X will serve asour agency’ s Records Officer and will be responsible for coordinating the program. (He/she) hasmy
full support inthiseffort. Pleasegive (him/her) your complete cooperation

Figure 1.3 Announcing a r ecor ds management program.
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APPOINT A RECORDSMANAGEMENT REVIEW COMMITTEE (OPTIONAL).

A records management review committee consisting of high-level administrators from key departments
may provide effective program oversight and advice for the records officer, and may command a greater
degree of cooperation from agency staff.

ESTABLISH RECORDSMANAGEMENT POLICIESAND PROCEDURES

These should include the program statement, agency policies, a glossary of terms, records management
responsibilities of al functional units and personnel, and afull explanation of Program procedures. A
basic model for records management program policies and procedures (page 19) or contact your Regiond
Archivig (page 2) for further advice or support.

COMPILE A RECORDSMANAGEMENT REFERENCE FILE

Thisfile will serve asthe centrd reference source for the program. It should include al appropriate records
keeping statutes and regulations (date and federd), a glossary of terms, genera records retention

schedules, disaster preparedness guidelines, essentia records protection guidelines, security microfilm
storage guidedines, eectronic records management and files management guidelines, as well as program
policies, procedures and forms. These materials may be obtained from your Regional Archivist or from
other agencies with successful programs.

DESGNATE A RECORDS COORDINATOR FOR EACH FUNCTIONAL UNIT.

One person should be designated in each unit (department, division, or office) to work with the Records
Officer in implementing the program. Records coordinators should be supervisors or senior clerica
personnel with substantial knowledge of unit operations and records systems.

PROVIDE ORIENTATION TO RECORDS COORDINATORSAND OTHER KEY PERSONNEL.
Explain the program and distribute pertinent materias to records coordinators, department heads, and other
concerned staff. Contact you Regiona Archivist for further information on training and orientation.

IMPLEMENT RECORDSRETENTION SCHEDULES

DISTRIBUTE GENERAL RECORDS RETENTION SCHEDULES
Copies of relevant General Records Retention Schedules and records retention schedul es approved
specificaly for the agency should be distributed to each functiona unit.

APPLY GENERAL RECORDS RETENTION SCTHEDULES

The Records Officer should work with Records Coordinators, one a atime, to apply General Records
Retention Schedules to records in each functional unit. The ideal practice isto abstract listings from
Generd Records Retention Schedules into working schedules, which reflect the records actually kept by
each functional unit. Digposition authority for records series not covered by genera records retention
schedules must be established through records retention schedules approved specificaly for the agency by
the Local Records Committee.

GET SEPARATE DISPOSTION AUTHORITY FOR RECORD SERIESNOT COVERED BY THE GENERAL
RECORDS RETENTION SCHEDULE

Prepare records retention schedules for the separate review and gpprova of the Loca Records Committee
to establish lega disposition authority for record series not covered by the General Records Retention
Schedule. For preparing unique schedules, use Form SSA-24, Public Records Retention Schedule &
Destruction Authorization (page 8).
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DISPOSE OF RECORDSAT THE END OF THEIR APPROVED RETENTION PERIOD

The Records Manager should work with Records Coordinators on the development of work plansto
identify and digpose records in each functional unit that have reached the end of the retention period
gpecified on approved retention schedules. Specia care should be taken to set aside records designated as
having “ potentialy archival” value. Regional Archives staff must appraise these records for possible
trandfer to the gppropriate State Archives Regiona Branch.

MAINTAIN AN ANNUAL RECORDS DISPOS TION PROCESS

The program should establish and maintain aregular (preferably annua) process for the disposition of
records that have reached the end of their retention period and the transfer of historically valuable records
to the State Archives Regiond Branch. If needed, program procedures and records retention schedules
should aso be updated at thistime.

DEVELOP OTHER KEY RECORDSMANAGEMENT COMPONENTS

NON-CURRENT RECORDS STORAGE CENTER

If possible, develop a non-current records storage center away from the agency's active office area. The
active reference life of most records series varies from one to two years. Older, less active records should
be shifted to cogst-efficient, accessible, non-current records storage centers for the remainder of their
required retention periods. To facilitate this process, the retention period for each record series should be
divided into current and non-current phases. For further information, contact your Regiona Archivist.
Other agencies or commercia vendors who operate non-current records storage centers may provide
vauable advice and assistance.

STANDARD FUNCTION-BASED HLESCLASSHCATION

A standard function-based file classification system can provide a common filing language that will
expedite access and smplify the exchange of information between the different units in your agency.
Function-based filing and standard file cutoff (the start of the records approved retention period) practices
dlow for the efficient application of records retention schedules. Thisincludes timely transfer of inactive
records to non-current records storage centers and the disposal of obsolete records. Contact your Regiona
Archivig for further information.

ESSENTIAL RECORDS PROTECTION

Use generd records retention schedules to identify the records that your agency absolutely must havein,
order to maintain or re-establish its authority and operations. The generd records retention schedule
designates “ESSENTIAL RECORD” under the record seriestitle and description and provides directions
for security backup in the remarkscolumn. Security copies should be stored off-ste so that working

copies of those records can be replaced if they are lost or destroyed. The Division of Archives and Records
Management provides security storage for microfilm copies of permanent essentia records free of charge a its
headquartersin Olympia. Contact your Regiond Archivigt for further information.

DISASTER PREPAREDNESS

Develop a plan and procedures for identifying and recovering records damaged by fire, flood, earthquake,
or other disaster. For information and guiddines, contact your Regiond Archivist (page 2 or see Disaster
Preparedness, page 39).

ELECTRONIC RECORDS MANAGEMENT

Public records in éectronic format must be managed to ensure that their accessibility is maintained for the
duration of the established retention period. The retention period is based on the informational content
of the records, not the format in which the records are stored. Standards and guidelines can be obtained
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through your Regiond Archivist (page 2 or see Electronic Records Systems page 25 or Electronic Mail
page 27)

PUBLIC DISCLOSURE

The provisions of the Public Disclosure Act (RCW 42.17) require your agency to provide public accessto
the records it maintains, and to protect them from loss or damage. Y our agency is required to publish and
provide public accessto its policies and procedures, as well as the indexes, which it maintains to expedite
accessto itsrecords. It should also have a consistent, formalized procedure for responding to public
disclosure requests. Idedlly, each records series should be classified according to the lega status of its
accessibility for public inspection so that agency staff can respond efficiently and confidently to each
public disclosure request. Contact your Regiond Archivist (page 2) for further information; see dso the
Public Disclosure Act (page 41).

COMPILE AND REPORT RESULTS

COMPILE STATISTICS WHICH CAN INCLUDE THE FOLLOWING.
&% The volume of records held in active office files at the beginning of the reporting period.
%5 The volume of records that have reached the end of their retention period and have been destroyed.
%5 The volume of records transferred to a non-current storagefacility.
%5 The volume of records transferred to the State Archives Regiona Branch.
%5 The amount of filing space emptied for reuse.
%5 The net volume of records held in active office files at the end of the reporting period.
%5 The number of public disclosure requests.
%5 The number of reference requests for records in non-current storage.
%5 The proportion of essential records security copies stored at off-sitefacilities.

COST SAVINGSCOST AVOIDANCE
%5 The cost of file space released for reuse.
%5 The cost of floor space converted or rel eased.
&%5 The cost of staff time saved by effective records filing, storage, and disposition.
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The following outlines a generic policies and procedures model for your
agency to use

MODEL: POLICY AND PROCEDURESFOR ORGANIZINGAN
AGENCY'SPUBLIC RECORDS MANAGEMENT PROGRAM

PROGRAM STATEMENT

The purpose of this program is to establish an agency-wide policy and standard procedures for managing
records according to the provisions of the Public Records Act (RCW 40.14) and al other state and federa
statutes and regulations which govern agency records keeping practices, including the systematic
identification and disposal of obsolete records; transfer of historically vauable records to the State Archives
system; removal of non-current records from active office storage; protection and security backup of records
essentia to agency authority and operations; disaster preparedness; insurance of records systems integrity
and accessbility; and effective compliance with public disclosure requirements.

DEPARTMENTSAFFECTED
All departments are affected.

POLICY

All departments will work with the agency Records Officer to insure that:

%5 Only active (referred to at least once per month) records are stored in vauable office space.

&5 Non-current records are shifted to low-cost records center storage on aregular basis.

%5 Historically vauable records are preserved and transferred to the Division of Archives and Records
Management. Records are destroyed at the end of the retention period specified on the retention schedule.
Records essential to agency authority and operations are adequately protected from damage or loss. The
agency will be prepared to recover or replace records damaged or lost in a disaster.

%5 All information systems preserve the integrity and accessibility of the public records they hold for the
duration of their approved retention periods.

&5 Records are accessible for public inspection and their security is maintained according to the provisions of
the Public Disclosure Act (RCW42.17).

RECORDS OFFICER: ROLESAND RESPONSBILITIES

THE RECORDS OFH CER COORDINATES THE AGENCY -WIDE RECORDS MANAGEMENT PROGRAM
%5 Digposal of records that have reached the end of their retention period.

&5 Non-current records storage.

ez Transfer of historically valuable records to the Division of Archives and Records Management.
%5 Essentia records protection.

%5 Off-dite security microfilm storage.

ez Disaster preparedness for agency records systems.

%5 Protection of public record integrity and access during information systems planning and design.
%5 Public disclosure.
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%5 Represents the agency in its dealings with the Division of Archives and Records Management and the
Loca Records Committee.

%5 Educates and advises departments on records management procedures and practices.

&5 Compiles and distributes al program information, forms, and materials.

%<5 Provides technical assistance to and oversees the work of records coordinators.

INDIVIDUAL DEPARTMENTS ROLESAND RESPONSBILITIES

%5 Will comply with Records Management Program policy, procedures and practices.
&5 Will maintain ongoing assignment of supervisory or senior clerica staff to serve as Records
Coordinators.

RECORDS COORDINATORS: ROLESAND RESPONSBILITIES

Implement the records management program at the department, division or office level, including:
&5 Application of General Records Retention Schedules and preparation of records retention schedules.
z%s Digpodition of records that have reached the end of their approved retention period.
%5 Preparation of records for non-current storage.
%5 |dentification and recommendation of measures to protect essential records.
&% |nput on records locations and recovery priorities for the Disaster Preparedness Plan.
£ Maintenance of the integrity and accessibility of public records in eectronic information systems.
&% |mplementation of public disclosure procedures and practices.
%5 Liaison between the agency Records Officer and department/division/office.

THE STATE ARCHIVES & REGIONAL BRANCH ARCHIVES ROLESAND
RESPONSIBILITIES

DIVISON OF ARCHIVES AND RECORDS MANAGEMENT - OLYMPIA HEADQUARTERS
Provides up-to-date public records management standards, guidelines, procedures, and education
covering:

%< Archival Records Transfer % |nventorying and Scheduling Guidelines
%< Disaster Preparedness 25 Non-current records storage and retrieva
%5 Electronic Mail (E-mail) Guidelines %5 Records retention and disposition

%< Electronic Records Management %5 Security microfilm preparation and

%5 Essential Records Protection transfer

%5 Files Classfication and Maintenance
% Security storage of microfilm copies of essentia records.

REGIONAL BRANCH ARCHIVES
2 Assemble, preserve, and provide public research accessto local government archives
25 Serve asfoca points for local government access to public records management standards
guiddlines, procedures and educationa offerings.
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INVENTORY ING PUBLIC RECORDS

A records inventory locates, identifies, describes, counts, and measures an agency’ s records, regardless of
physical form (electronic, paper, microfilm, etc.). An accurate records inventory is the foundation of an
effective records management program.

PURPOSE

A records inventory should provide the information an agency needsto effectively apply the Generd
Records Retention Schedule to the disposition of obsolete records, manage its records more efficiently and
comply with public records laws and regulations. The inventory should identify records that are ill in
active use, records that have become inactive and may be transferred to less expensive storage facilities,
essential records that need off-site security backup, historically vauable records that can be transferred to
the Regiond Archives System and records that no longer need to be kept at dll.

PLANNING AND ORGANIZATION

The person responsible for the agency’ s records management program should plan, coordinate, and
supervise the inventory process. This person, usudly identified as the agency’s* Records Officer,” dso
serves as the contact for the agency’ s dedlings with the Washington State Archives and the Loca Records
Committee. A “Records Coordinator” should be appointed to lead and/or conduct the inventory in each
department, divison or work unit.

THE INVENTORY TEAM

A records inventory should be ateam effort. Idedly, dl of the individuas who participate in the inventory
team process will have experience with the records, filing systems, and operations of the agencies and
offices being inventoried. There are severd advantages to having experienced employees on the inventory
team, including:
%5 They know the records
%5 They know the organization and its personndl
%< They do not have to be cleared for access to restricted records.
2% When thisis not possible, less experienced employees or part-time workers may conduct the
inventory. They generally need more training before the inventory begins, and closer
supervison whileit is underway.

TRAINING

The Records Officer should train the inventory team. This training should be done on site so the team can
learn while using samples of actual agency records. The Divison of Archives and Records Management
can asss with thistraining ether at your on-Site locations or at one of the Regional Archives facilities.

LEADERSHIP AND SUPPORT

%5 Solicit active support from the agency’ s director or chief executive officer.
£ Communicate that support to the rest of the agency.

These steps are essentid to getting your inventory off to agood start. Y our senior officid or executive
should send a signed directive briefly describing the purpose and value of the records inventory. It should
mandate cooperation with the inventory coordinator and members of the inventory team. It should aso
require department directors to attend an inventory orientation meeting. In the orientation meeting the
records officer will explain the process, introduce the inventory team members, and answer questions.
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Before the inventory begins, the records officer should visit al office supervisors to discuss the project
and enlist their cooperation. Thiswill ensure that the inventory team has access to al unrestricted
records, is given the inventory information required for records that are restricted, and receives
cooperation from al office staff during the inventory.

UPPLIES
Each inventory team member should be supplied with a basic set of the suppliesto include

Background information | Thisincludes the agency’ s functions and outlines its organizational structure.
Organizationd charts and staff directories are very useful tools, and annua reports often
provide good program descriptions.

Blank inventory forms In order to save time, information such as agency name, work unit names and locations
should be preprinted.

Writing and marking Notepads, pens, pencils, gum erasers, multi-colored “fdt-tipped” markers, “highlighter”

supplies markers, and steplers are al needed. Adhesive labdls, preferably removable, can be

useful in storage rooms to identify containers and to indicate that an item has been
inventoried. The labels may need to be removed after the inventory—some adhesives are
very strong and hard to remove!

Personal equipment The inventory team should have calculators, flashlights, cotton work gloves, disposable
latex or polyethylene gloves, particle/dust masks and band-aids. Disposable hand
cleaning “wipes’ or “towelettes’ are useful. However, they should not contain lotions or
oils that might rub off on documents or equipment.

Other equipment Severd other items are useful but may not be needed in each location. Examples are
hand trucks, utility carts, utility/work lights, medium or heavy-duty extension cords, and
stepladders. Laptop computers may be used to automate portions of the inventory
process.

GETTING STARTED

The process garts with a preliminary wak-through. All office and Storage areas should be visited and
surveyed before the inventory is started. This walk-through permits the records inventory team to:
%5 Learn the location of records.
%5 Estimate the total volume of records to be inventoried.
% |dentify and notefflag any hazards or problems; and
% Determine if gpecid equipment or assistance will be needed to access records in certain storage
aress. Following the walk-through, the inventory team should schedule adate and time to start the
inventory in each department or work unit. . The records inventory should not disrupt a
department’ s regular functions (the preparation of payrolls, monthly reports, etc.) and should be
flexible enough to be revised as needed.

TYPESOF RECORDSTHAT SHOULD BE INVENTORIED

The inventory should include &l public records, and should exclude information with no retention value,
such as magazines, catal ogues, trade journals, published federd or state policies or regulations, books,
pamphlets, telephone message dips, reproduction masters and blank forms.  Although these may be
public property they are not public records and should not be included in a records inventory.

IDENTIFY RECORDSBY SERIES

Y our records should be identified and inventoried according to records series.

A record seriesisany group of records performing a specific function, which isused asa unit, filed asa
unit and can betransferred or destroyed asa unit. A records seriesmay consst of asingletypeof form or
anumber of different types of recordsthat arefiled together to document a specific function.
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USE A UNIFORM INVENTORY FORMAT

Use a uniform records series inventory form to collect information on each records series. Contact your
Regiona Archivist (page 2) for further information.

START WITH ACTIVE RECORDS

Inventories usudly start with the active records in agency offices. These records tend to be more
accessible, better organized, and office staff will be on hand to answer questions. Once you become
familiar with a department’ s active records, it is easer to tackle the recordsin inactive storage. If a
particular office hasits own storage area, you should inventory the records there as soon as the active
officeareaisinventoried. If severd of your departments share a central storage facility, inventory the
recordsin al of the departments’ officesfirst and then the records in storage.

BE SYSTEMATIC

No matter where records are inventoried, your team needs to be systematic. Begin at a specific location
and proceed logicaly around the room. Use the same pattern in each room.

KEYSTO SUCCESS

Thoroughness, accuracy, attention to detail in data collection, and clarity of description are essential.
Conduct the inventory well and the result is a solid administrative knowledge base for your records

management program. Conduct it poorly and the stage is set for management bottlenecks, financial

waste, organizationd risk, and legd liahility.

BE THOROUGH

Look a more than one sample of each record series. The information collected on forms often changes
over the years. Sampling catches these changes. The golden rule for inventory thoroughness requires
that each file drawer and each box must be opened and the contents checked. Do not trust [abels on
drawers and boxes. Verify the contents of books and bound materias. Frequently, old volumes with one
title hold a number of different record series. Often the old |abels are not removed or crossed out when
the contents of file drawers and boxes are changed. It is common to come across containers with no label
a al. You must open and inspect them.

In some areas file cabinets, drawers, containers, or individua items can be tagged or labeled as
“INVENTORIED.” Essentid, historic, other significant records, or those needing specid attention may
also be flagged with a specid label or tag. These precautions will spotlight valuable records for you and
decrease the chance of overlooking records or duplicating effort.

FOR FURTHER INFORMATION

Contact your Regiond Archivist. Check the Secretary of State, Division of Archives and Records
Management web Ste regularly at http://mvwv.secstate wa.gov/archives. Asit grows, for the ste will
provide new information and the most recent updates of the Divison's publications, standards, and
guiddlines.
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ELECTRONIC RECORDS SYSTEMS

Electronic technology isrevolutionizing records creation, storage, exchange and access. It isalso
expanding the range of concernsthat must be addressed through effective records management.

BENEFITS

More and more records are created and stored on e ectronic information systems instead of paper because
they can be:

% Eadly created and filed

%5 Ingtantaneoudy located, retrieved and referenced

%5 Quickly edited and reformatted

%< Efficiently shared and devel oped by multiple authors

%5 Reused and modified for different purposes

25 Automatically distributed rapidly to large numbers of users

%5 Less expensive to store, reference and back up

When an agency establishes sound records management practices that ensure the legal accountability of
their eectronic records, these benefits can be substantid.

DISADVANTAGE

%5 Records that are created on eectronic systems have specid problems because they:

%5 Are easy to modify, edit and corrupt

%5 Are recorded on fragile, magnetic mediathat can easily be erased or damaged

%5 Require acomputer system to edit, print or view the eectronic document

%5 Can be lost when they are deleted unintentionally, saved under unintelligible file names, or
stored in an unsafe environment without adequate backup protection

%5 Are often gored in multiple drafts, which are difficult to distinguish from each other and
occupy expensive filing space

% Often lack signatures or other marks of authenticity, which alow managersto track who
created, viewed, edited, or approved a document

%5 Tend not to be designed for the systematic migration of inactive records to non-current
storage or disposal of obsolete records according to approved retention schedules

% Lack adequate security and disaster recovery protection

%5 Are vulnerable to unauthorized access, computer viruses, or tampering which threaten their
confidentidity, and integrity
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Records officers, program managers, and staff must take special precautionsto
manage, maintain, and protect automated records by establishing policies,
assigning responsibilities, and best practice procedural methods for managing
and protecting electronic records.

RECORDS OFFICERS SHOULD BE ACTIVELY INVOLVED
%5 Establish policies and procedures for eectronic record keeping
%5 System and software selection
%5 Develop eectronic filing systems
%5 Inventory and establish appropriate disposition authority for e ectronic records
%5 Develop security backup and disaster recovery procedures for eectronic records
%5 Preservation of permanent electronic records
%5 Capture and transfer of archiva data to the Regiona Archives System

HELPISAVAILABLE

The Division of Archives and Records Management is currently devel oping an Electronic Records
Management Manudl. For further information, contact your Regiona Archivis.
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ELECTRONIC MAIL

A component of an agency recor ds management program

ELECTRONIC MAIL DEFINITIONS

Electronic mail or e-mail is an information transfer system, which uses computers for sending and receiving
messages.

E-MAIL SYSTEMS

Electronic mail provides the meansfor creating messages, tranamitting them through a network, and displaying
the messages on the recipient’ s workstation, persona computer (PC), or terminal. E-mail systems can provide
an array of features including graphical user interfaces, advanced editing and document management
capabilities, secure transport services, directories of user addresses, and message authentication.

E-MAIL MESSAGES

E-mail messages are electronic documents created and sent or received by a computer system. This definition
applies equally to the contents of the communication and any attachments that they may convey. They are
comprised of individua units of information divided into an “envelope’ and the message contents. The
envelope, o called the “message header,” contains the mailing address, routing instructions, transmission and
receipt data, and other information the system needs to deliver amail item correctly. Most e mail systems
alow senders to attach documents to messages, import text from word processing systems to e-mal
applications, forward messages, and distribute information to individuals and groups. More sophisticated e-
mail applications include workflow software that manages the movement of messages, forms, and documents
through awork group or organization.

ARE EMAIL MESSAGES PUBLIC RECORDS?

E-mail systems can send and receive both pubic records and information with no retention value. E-mall
messages that contain information about agency activities, decisions, and policies, as well as those that function
as evidence of business transactions are, regardless of recorded medium, part of the records of the agency and
must be managed in accordance with the Genera Records Act Chapter 40.14 RCW. They are aso subject to
related legidation such as the Public Disclosure law Chapter 47.12 RCW, Essential Records Chapter 40.10
RCW and Pend provisons Chapter 40.16 RCW. Consequently, all e-mail messages that are public records are
subject to record retention requirements. For the purpose of satisfying public record laws, e mall is defined as
not only the messages sent and received by e mail systems, but al transmission and receipt dataaswell. Courts
have accepted e-mail as alegitimate source of evidence and it is therefore subject to legd discovery.

CHALLENGESOF MANAGING E-MAIL RECORDS

One of the greatest chalenges of managing e-mail effectively isto ensure that al public records, which
originate or are transmitted through the system, are identified, retained, and managed properly. Records should
be readily available and accessible to al authorized users when they need them and in a usesble format. This
means that the identity, purpose, and location of records are predictable, consstent, and reliable; methods for
access and retrieval are smple and well defined; and records management practices are incorporated into day-
to-day business activities.
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Public records should be segregated from transitory messages that do not document agency business,
extra copies of documents, and drafts that do not reflect substantive changes. Because e mall is easy to
use for both formal and informational communications, the proliferation of informal and transitory
messages that do not provide evidence of officia policies and transactions is a common problem in e-
mail systems. These administrative materials with no retention value do not warrant the same degree of
control, security, or protection afforded to records with retention value, and they accumulate rgpidly in e-
mail systems.

Basicdly, the content and not the medium determine the trestment of the message. Records created or
received through e-mail, like other agency records, must be retained and disposed of according to aLocd
Records Committee-gpproved record retention schedule or general records retention schedule. For
instance, al e-mail may be consdered correspondence, but may include attachments such as reports,
contracts, accounting records and so on.

TYPESOF MESSAGES SENT BY EMAIL THAT TYPICALLY ARE RECORDS
%5 Policies and directives
%5 Correspondence or memoranda related to official business
%5 Work schedules and assgnments
%5 Agendas and minutes of meetings
%< Drafts of documents that are circulated for comment or approval
£ Any document that initiates, authorizes, or completes a business transaction
%5 Final reports or recommendations

TYPESOF MESSAGES SENT BY EMAIL THAT TYPICALLY HAVE NORETENTION VALUE
(See Generd Schedule Records Category: Administrative Materias With No Retention Value)
%< Personal messages® and announcements not related to officia business
&5 Information-only copies or extracts of documents distributed for convenience of reference
%5 Published reference materias
2% Copies of inter- or intra-agency memoranda, bulletins or directions of a generd information and
non-continuing nature
£ Announcements of socia events, such as retirement parties or holiday celebrations

ESTABLISHING EMAIL POLICIES & PROCEDURES

Agency policies should establish generd guidance on the use of e-mail to conduct official business, on
access and privacy protection of e-mail messages, and on management and retention of e-mail. Policies
should aso define the roles and responsibilities of end users, managers, technical staff, records
management staff, and support staff because traditiona roles and responsibilities are changing as new
technologies are introduced into the workplace.

Policieswill help staff use e-mail properly, consstently, and effectively; reduce the risk of loss,
corruption, mismanagement, and unauthorized access to e-mail messages, and increases the quality and
vaue of agency records. Existing policies for telephone, fax, or written communications may not address
al issuesraised by e-mail. Because most agencies create and receive records in both paper and electronic
formats, management of paper and e ectronic records must be coordinated to avoid gapsin
documentation, inconsstencies, or unnecessary duplication. Agency e-mail policies should effectively
addressthe following:

! Personal messages may contain evidence or historical material — contact your agenééewrds officer to determine evidence or historicd vaue.



APPROPRIATE USE OF EMAIL

Agencies provide e-mail services, like other means of communication, to support officiad business.
Therefore, policies should define proper use of e-mail and set limits on persona use. Agencies may set
the same dtrict limitations on persond use of e-mail that exist for telephone, fax, and posta mail; or,
recognizing that some personal communications are likely, they should permit interna personal use
within specific limits, such as to announce work-related socia events.

Essentiadly al e-mail users are responsible for appropriate use of e-mail and for certain agpects of the
management of recordsin the e-mail systems. Users should be informed of their respongbilities to:
%5 Limit their use of the e-mail resources to official business
%5 Respond promptly to messages
%< Protect e-mail messages, files, and records from unauthorized release to third parties
%5 Remove persona and transitory messages from persond in-boxes on aregular basis and
regularly transfer public records to an organized, secure, and accessible filing system
%<5 Protect e-mail messages from inadvertent loss or destruction by complying with backup
requirements and procedures
%5 Coordinate disposition of public records with the agency Records Management Officer to
ensure that retention requirements are met

PRIVACY PROTECTION

Agency e-malil policies must comply with the laws relating to disclosure and confidentiality issues. On
April 25, 2000 Governor Gary Locke sent Executive Order 00-03 Public Records Privacy Protections
Preamble to State Agencies. The order made critical distinctions between public information and private
persond information that is contained in government records. The order specificaly limits the collection
and retention of personal information. It requires that records that contain personal identifiable
information be identified and protected and that such information be retained only as long as needed to
carry out the purpose for which it was originaly collected, or the minimum period required by law.

EMPLOYER' SRIGHT TOACCESS

Agencies have an obligation to inform users about the terms and conditions under which requestors may
be granted access to e mail, as well as the responghbilities of end usersto protect the persona privacy of
individuals who may be subjects of e mail messages. According to the Federa Electronic
Communications Privacy Act (ECPA) of 1986, e mall users have a reasonable expectation of privacy
protection for their mail. An important exception to ECPA grants employers the right to intercept,
monitor, and read employee communications as long as those are done in the ordinary course of business
and for alegitimate business purpose. Policies should inform users that e-mail messages sent or received
in conjunction with government business:

2% May be accessed and monitored in the normal course of business by system
adminigtrators, supervisors, and support staff

225 May be releasable to the public

%5 May require special measures for privacy protection

%5 Are subject to discovery proceedingsin legd actions

RETENTION AND SCHEDULING REQUIREMENTS

E-mall itsdlf is not considered arecord series or category. It is ameans of transmission of messages or
information. Like paper or microfilm, e-mail is smply a medium through which this public record may
be transmitted, received and processed. Just as an agency cannot schedule dl paper or microfilm records
together.
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under a single retention period, an agency cannot smply schedule e-mail as arecord series. Rather,
retention or disposition of e-mail messages must be related to the information they contain or the purpose
they serve. The content, transactional information, and any attachments associated with the message are
considered arecord. The content of e-mail messages may vary considerably, and therefore, this content
must be evaluated to determine the records series it should be filed under and the length of time it must be
retained.

E-mail records should be filed with the appropriate records series and be disposed of according to the
retention period approved for that records series on ether the generd records retention schedule or a
records retention schedule approved specifically for the agency by the Loca Records Committee.
Agency policies should require e-mail usersto identify, manage, protect, file and retain messages
containing public record information according to the requirements of the Public Records Act (RCW
40.14.070) and Loca Records Committee-gpproved records retention and generd records retention
schedules.

DETERMINE WHO HOLDS THE PRIMARY RECORD COPY

E-mail users should be aware that e mail messages are often widely distributed to a number of various
recipients. Determining which individual maintains the primary record copy of the message, i.e. the
origind message that must be retained per the retention schedule, is vita to e-mail management. If the
holder of the record copy is not identified and aware of hishher respongbility, the agency may find that no
one retains the message or that everyone retains the message. Neither of these scenariosis appropriate.
Example: Copies of agency policy documents are transmitted to multiple recipients. Each recipient need
not retain the document beyond his or her immediate need for the information it contains. The
respongbility for retaining and disposing of these documents as public records logicaly rests with the
office from which it was issued. Prompt deletion of duplicate copies of e-mail messagesfroman e-mail
system makes the system much easier to manage and reduces disk space consumed by redundant
information.

Generally speaking, theindividual who sends an e-mail message should maintain the record copy of
the message. However, the varied uses and wide distribution of e-mail may result in exceptionsto this
rule.

Contact your Regiona Archivist for acopy of Guiddines for Developing Policy and Establishing
Procedures for E-mall.
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FREQUENTLY ASKED QUESTIONSABOUT E-MAIL RETENTION

Can | print messages, and then delete them?

Y es, provided you print the following information with the message: name of sender, name of recipient,
date and time of transmission and/or receipt. Y ou then file the printed message with the gppropriate
records series and retain it according to the retention approved for that series by the Local Records
Committee.

What about draft documentsthat undergo several revisons?

Draft documents or working papersthat are circulated via e-mail, that propose or evaluate hightlevel
policies or decisions and provide unique information that contributes to the understanding of mgor
decisions of the agency or demonstrate significant revisions should be filed and retained with the
appropriate records series. Uncirculated drafts may be destroyed at will by the author.

What do | do with attachments| receive with e-mail?

File and retain them with the appropriate records series.

What about multiple copies of the same document?

If another agency or office has the primary responsibility for keeping the record copy, and if you have no
business need to retain it, the document is smply an informationa copy and subject to
deletion/destruction at will. Example: If you receive the minutes of a meeting that provide you with the
authority to travel to afar away place for a specia seminar, definitely incorporate it into your project
files. Otherwise, informationa copies of minutes of ameeting you attended may be destroyed at will.

The secretary or other responsible person in the organization, committee or task force must retain the
minutes per their retention schedule.

Dol need to keep distribution lists?

If you send to adidtribution list, you must aso keep a copy of the members of thet list for aslong as you
are required to keep the message itsdlf.
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ESSENTIAL RECORDS

Although all records areimportant to an agency to some degree and for some period of time, essential
records contain information that an agency absolutely must have to:

&% Maintain or resume operationsduring or after an emergency or disaster

&% Document its legal and financial status

%5 Protect thelegal rights of clients, property owners, studentsand other citizens

ESSENTIAL RECORDSARE DES GNATED AND IDENTIFIED IN THE GENERAL
RECORDSRETENTION SCHEDULE:

Essentia record series are identified in the SERIES TITLE AND DESCRIPTION column of the General
Schedule/ The phrase “ESSENTIAL RECORD - Needs security microfilm backup - See remarks.” identifies records
that have permanent or long-term essential value.

The SPECIAL AND/OR DISPOSITION INSTRUCTION column of the generd schedule for such series
contains the following instructions: “The information in this records series should be protected from loss or
damage by storage of a security microfilm backup at the State Archives. Security microfilm must meet
Washington State Archives technical standards” Microfilm provides the most stable cost-effective backup for
permanent essential records.

OFFICE OR DIVISION LOCATION AND DISPOSITIO
MINIMUM RETENTION PERIOD N
OPR AUTHORITY | SPECIAL AND/OR
Series RECORDS SERIES TITLE or PRIMARY SECONDARY NUMBER DISPOSITION INSTRUCTIONS
No. AND DESCRIPTION OF SERIES OFM [ RECORD COPY RECORD COPY (DAN)
GENERALLEDGER OPR | 6years Destroy when LG0101-31 This record should be protected from
ESSENTIAL RECORD- Needs security obsolete or damage or loss by off-site storage of a
backup - Seeremarks. Pre-1900 general ledgers ded security copy, or by keeping a list that
have potential archival Supersede identifies the locations of other copies
value- Seeremarks inside or outside the agency.
DAILY, WEEKLY, OR MONTHLY TIME OPR If used for retirement Destroy when LG01-01-68 Retain for 60 years if employee pay
ACCUMULATION REPORTS (TIME verification— 60 years obsolete or histories or payroll registers are NOT
CARDS) superseded used for retirement verification. The
May be used as retirement verification. OFM | IfNOT used for informationinthisrecords series should
ESSENTIAL RECORD if used for retirement verification— 3 be protected from loss or damage by
retirement verification — Needs security years storage of a security microfiim backup at
microfilm backup— See remarks. the State Archives. Security microfilm
SEE must meet Washington State Archives
= technical standards.
, REMARKS

Compliance with the Washington State Standardsfor the Production and Use of Microfilm is
critical because the usable life of information on microfilm is dependent on the quality of
production, processing and storage. The Washington State Archivesinspects and stores security
microfilm of permanent essential records free of charge.

Short-term records and information, which are often subject to change, updating or revision, should not
be backed up on microfilm. Computer diskettes and tapes are a more appropriate back up mediafor
short-term digital information because they can be more easily updated, superseded and disposed of. The
physical security of other records with short-term essentia value can often be protected by “ natural
dispersal.” This meansthat there are readily available copies at other locations that can be used to
recreate the core record if it becomes|lost or destroyed. The key to the success of the “natural dispersal”
backup strategy isto compile alist of the locations of the other copies. Such lists are critica to the timely
replacement of core essentid records in criss or disaster Situations.
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KEYSTO IDENTIFYING OTHER ESSENTIAL RECORDS

Severd questions can be considered in order to facilitate the essentia records selection process:

25 What records are needed to protect and insure the rights and interests of the public, both individuas
and businesses, who are served and/or regulated by your agency?

2% \What records are necessary to fulfill the agency's obligations to both clients and employees?

%5 \What records are needed to protect the rights and interests of your agency as a governmenta
entity?

%< \What records protect the lega and financia integrity of your agency's programs?

%5 What records are required to maintain the current technica ability and efficiency of your agency?

£ Would the loss of the record make the resumption of agency operations prohibitively expensive or
otherwise impossible?

%5 How much volume (of the record) accumulates over agiven period of time?

%5 How soon after an emergency would arecord be needed, and how it would be used?

£ What medium should be used for the security copy, example: hard copy, microfilm, magnetic tape,
etc?

For further information, contact your Regional Archivist (page2)
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FILESMANAGEMENT

THE BENEFITSOF A STANDARDIZED FILING SYSTEM

Integrity and
Continuity of
Records

Efficiency
Communication

Records
Retention and
Disposition

Records remain complete and easily ble despite changes in agency organization,
personnd, and records keeping technology.

Less gaff time iswasted searching for agency informetion.

A common filing language fosters cooperation in the retrieva and exchange of information
throughout the agency.

An efficient filing system separates records with different retention values so that records that
have reached the end of their gpproved retention period may be easly disposed of and records
with long-term retention vaue are adequately preserved.

ESSENTIAL ELEMENTSOF FILING SYSTEMS

Simplicity
Logic
Usability

Flexibility

An easly understood filing system enables records to be filed and retrieved with much greater
speed and accuracy.

File headings should be descriptive and arranged in natural sequence.

File headings should relate to the function of records and the way they are most frequently
used.

Thefiling system should accommodate the expansion or contraction of record volume,
different records keeping technologies, the transfer of inactive records to non-current storage,
and the diposition of obsolete records.

FUNCTION-BASED FILE CLASSFICATION

Records should be grouped and maintained according to the function to which they relate. Filing systems are
organized through different levels of classification. The primary classification should be by function or
records series. This alows records to be efficiently filed, retrieved, maintained, transferred, and disposed of
according to their approved retention periods.

Secondary and tertiary classifications alow for records in each primary classification to be arranged in the
sequence in which they can be most easily filed and retrieved. Commonly used arrangements include
aphabetical, numeric, chronological, subject, location, and agency.

Function-based filing system should be:

Related to the way

therecordsareused

Complete

Flexible

BePreciseand
Exdusve

The classfication system should conform to the user’ s requirements for information, and
incorporate the terms most commonly used in referencing the files.

There should be suitable classfications for al existing records.

The classification outline should easily accommodate the addition of new file headingsand
the deletion of obsolete file headings.

In order to minimize filing and retrieva errors, each file heading should be precisein
describing file contents and phrased to be as exclusive as possible. Minimize the number of
terms used in file headings.

34



ACTIVE FILESMAINTENANCE

FileRegularly Filing should be done regularly because the records most frequently referenced are the ones most recently
received.

ChargeOut Files | Recordsfromfilesshould be®charged out” to users. An*“out card” should be placed inthe vecated file

space.
Filesshould be cut off or “broken” at regular intervasenabling inactive recordsto betransferred to non-
current storage, and obsol ete records to be destroyed. Case, project, and contract files should be cut off upon

FilesCut Off

completionor termination.

DEVELOP A FILESMANAGEMENT SYSTEM

Define the nature and scope of the
system

What areits function and purpose?
Who usesit?

What kinds of information doesit hold?
What technology and media does it use?
Isit centralized or decentraized?

Definethe primary classfications

What are the functiond units or records series?
Is each one given a separate classification?

Definethe secondary and tertiary
classfications and arrangements

Alphabetica
Numeric
Chronologica
Subject
Location
Agency

Develop a sandard files
classfication outling

Work with gaff to develop file headings.
Compile and review the outline.
Didtribute the outline to dl agency dtaff.
Train records kegpersand users.

I mplement thefilesclassfication
system throughout the agency

Evaluate and sdect filing gandard
media, equipment, and supplies:

Paper
File cabinets

Guides
Fasteners
Folders
Tabs
Labds

Microfilm: AsPer Divison of
Archives and Records
M anagement Standards

Rall or Fche

Manua or computer-assisted retrieval
Reds

Boxes

Labels
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o Tape sze format
Audio/Visual Film: sze format
Storage containers
Labds
Electronic/digital Storageformats
Software
] ] Maintenance
Develop filesmaintenance, referenceand Receiving
disposition procedures Logging
Sorting
Routing
Indexing and coding
Crossreferencing
Filing
Out cards and charge-out documentation
Reference

Routing dips

Develop cut-off proceduresto facilitate
recordstransfer and disposal

Takeathorough filesinventory

Userecordsretention schedules
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MICROFILM

ITSUSE AND ABUSE
Microfilm is a powerful record management tool. Unfortunately, it is often abused. Microfilm should

never be used smply to reduce the volume of records stored in afiling system. Records that contain
information with temporary value, which includes most agency records, should not be microfilmed.

Before launching a costly microfilm project, a complete cost-benefit and systems analysis should be
conducted, preferably by someone other than a prospective vendor. If aspecidist isnot available for this
purpose, the agency should request analysis and proposal's from more than one vendor.

MICROFILM STANDARDS

Before proceeding with any microfilm project, you should obtain a copy of Washington State Standards
for the Production and Use of Microfilm, available by request from the Division of Archives and Records
Management. Prospective vendors should then be made aware of the need to meet these sandards. To
insure that these standards are met once the system isinstalled, your agency should send a written request
for project certification to the Divison of Archives and Records Management. Thiswill help protect
your agercy from spending its resources on an unstable or unusable microfilm product.

STATE AUDITOR APPROVAL

State law requires that al loca government agencies have State Auditor approval for the use of any
microfilm system. State microfilm specialists should eva uate the proposed system. Thisis done using
Form SSA-31, "Loca Agency Microfilming Project Authorization Request,” which may be obtained
from the Division of Archives and Records Management. The systems analysis, along with the SSA-31,
should be submitted to the Division of Archives and Records Management.

HELPISAVAILABLE

The Divison of Archives and Records Management provides microfilm standards, guidelines and
technical assstance to local government agencies. For further information, contact your Regional
Archivigt (page 2).
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ELECTRONIC IMAGING

While dectronic imaging may be legally used for recording, producing, reproducing, maintaining, and
storing public records (RCW 40.14.020), the choice to use eectronic storage systems should be based on
sound records management requirements. Chapter 434-663 WA C (see appendix) outlines the regulations
that the Division of Archives and Records Management has developed for the use of this technology.

RECORDSRETENTION SCHEDULING

Disposition authority, as required by RCW 40.14, should be established
for public records maintained in electronic format before implementation
of the system. Such authority may be established through the
appropriate application of a general records retention schedule or
separate Local Records Committee approval of records retention
schedule submitted by the agency. Itis strongly recommended that the

primary or security backup copy of permanent records and records with
retention periods greater than ten years be stored in human-readable
format, either on microfilm or paper.

TECHNICAL DOCUMENTATION

A data migration plan must be developed for dl digital-imaging systems that store public records with a
retention period more than ten years. The plan should include a reasonable estimate of the useful life
expectancy of the system, header file information, and a proposed strategy for migrating the information
to new systems. Technical documentation on system components, application software, and operating
systemsis essentid to facilitate long-term access to records stored on electronic media

SYSTEM OPERATION

Each imaging system should have a system administrator, a written
policy statement to formalize the use of imaging as part of an agency's
regular business practices, and fully documented operating procedures.
Periodic performance audits must be conducted on the system’s
functionality.

For further information you can obtain a copy of “ Records Inventory and Scheduling Guidelines’
available from the Division of Archives and Records Management at (360) 586-4901 or (360) 586-4902.
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DISASTER PREPAREDNESS

INCLUDE RECORDSIN YOUR DISASTER PREPAREDNESSPLAN

Each agency needs to integrate the protection and recovery of records into its disaster preparedness plan.
The agency’ s disaster preparedness plan should address the protection records and information in the
course of normal operations as well astheir appraisa, repair and recovery after an actud disaster occurs.
For genera guidelines on developing a disaster preparedness plan, contact your Regiona Archivist. Be
sure to contact your Regiona Archivist as soon as possible when a disaster occurs.

EMERGENCY PROCEDURES FOR THE RECOVERY OF PAPER RECORDS

Emergency recovery procedures are best implemented as part of a pre-established disaster preparedness
plan, rather than “spur of the moment” decisions made in the aftermath of a disaster.

ASSESSTHE DAMAGE
%5 Determine the extent and kinds of damage, and the volume of records damaged.
225 Set priorities for recovery using your disaster preparedness plan asaguide. Records that are il
active, necessary for current business, and not duplicated elsewhere should receive attention first.

PREPARE A DAMAGE ASSESSMENT AND CONTROL WORKSHEET FOR EACH RECORDSSERIES
DAMAGED.

The worksheet should note the records seriestitle, original location of the records, damage incurred, and
restoration plan and priority. This record should be maintained and kept as a control throughout the
recovery process. It can be organized by file cabinet, shelf unit, or by other logica grouping.

ARRANGE FOR A TEMPORARY STORAGE AREA IF NECESSARY .

Arrange for restoration services if necessary (contact your Regional Archivist— page 2).

Remove damaged records in the order in which they were stored. Note origind locations on the damage-
control worksheet. Transfer damaged records to temporary storage or to an area where restoration can

begin.
FIRE DAMAGE

Closdly packed paper burns with difficulty; therefore, the damage caused by fire may be more apparent
than red.

SALVAGE PROCEDURES!
Remove documents from containers
Gently spread papers out to inspect the extent of the damage

FOR MINIMAL DAMAGE (SVIOKE DAMAGED, SOOTY, LIGHTLY CHARRED AT EDGES):
%< Allow paper to dry in an open space
25 Clean gently with a soft brush
225 Humidify by circulating moist ar
%5 Re-file in clean folders
%5 Replace in new or restored cabinets
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FOR MODERATE DAMAGE (EDGESHEAVILY CHARRED, PAPER DISCOLORED BY HEAT, VERY DIRTY, BRITTLE)
225 Spread papers out in avery humid, well-ventilated area
%5 Brush off the worst dust and soot
%5 Re-file in clean folders, or make copies and discard the origind's, depending on the documents
retention value and reference rate

FORBADLY DAMAGED, CHARRED, VERY DIRTY, EXTREMELY BRITTLE DOCUMENTS
225 Separate pages
%5 Remove surface soot or dirt if possible
%5 Copy, microfilm, or use infrared photography if necessary
%< Discard originds
% Burnt: Discard. Retain inventory of records destroyed if they can be identified.

WATER DAMAGE

Mold damage, disintegration, and the bonding of paper into inseparable mats are the main problems
resulting from water damage. Quick action is the key to recovery of water-damaged records. After
twenty-four hours, mold begins to grow, and paper fibers begin to bond between the pages or turn into
paper pulp.

SALVAGE PROCEDURES:
% Drain excess water from records
%5 Remove additional moisture by blotting with acid-free paper
2 Spread out in warm, dry, well-ventilated room
%< Hatten while ill dightly damp
%5 Fumigate to kill mold spores
%5 Clean with a soft brush to remove dead mold spores
%5 Place into clean folders and re-file

If there is alarge volume of damaged records (more than afew cubic fegt), it is best to professionaly
deep-freeze them immediately. Deep freezing will arrest further damage and will dlow for the treatment
of smdl batches over alonger period of time. Arrangements for deep-freezing can be made with most
cold-storage companies.

Freeze-drying is sometimes more efficient and possibly more economical for treating large batches of
records. Freeze-drying requires the preliminary process of deep-freezing.

For further information on the recovery of damaged records, (including nonpaper media such asfilm and
magnetic tape), contact your Regiond Archivist (page 2).
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PUBLIC DISCLOSURE ACT

PUBLIC ACCESSTO GOVERNMENT RECORDS

RCW 42.17, the Public Disclosure Act, defines rights of public accessto state and local
government recordsjust asrights of public accessto federal government records are
defined by the Freedom of Information Act. Much like the Public Records Act, the
Public Disclosure Act declaresthat state and local gover nment records are exclusively
public property. Assuch, they are open to public access subject to the narrow
application of limited exemptionsthat areintended to protect to per sonal privacy of
identifiable individuals and the integrity of vital governmental functions.

BASC PUBLIC DISCLOSURE REQUIREMENTS

INDEX OF RECORDS

Agencies are required to maintain and provide for public ingpection an index of al their records. If the
agency is unable to maintain such an index, it must publish an order explaining why it is unable to do so
and provide public access to the records indexes or listings that it does maintain.

PROTECTION OF AGENCY RECORDS AND FUNCTIONS

Agencies are required to adopt reasonable rules and procedures to protect their records from loss,
disorganization, or damage and to prevent disruption of vital agency functions while providing full public
access as provided by Statute.

INSPECTION AND COPYING DURING REGULAR BUSINESSHOURS

Records must be available for public ingpection and copying during the agency’ s regular business hours.
If an agency is not open for public business at least thirty hours per week, it must make its records
available for ingpection and copying from 9:00 am. to 12:00 p.m. and 1:00 p.m. to 4:00 p.m. each
weekday unless another time is agreed to.

FEES CHARGED FOR COPIES

Agencies cannot charge more than fifteen cents per page for copying public records unless they can
document costs more than that sum. The costs of postage and handling may be included in copying
charges, but staff time for retrieval and re-filing may not unless authorized by a separate Satute.

PROMPT RESPONSE REQUIREMENT

After recalving arequest for access to its records, an agency must make the requested records available
for ingpection and copying within five days, or acknowledge the request and provide a reasonable
estimate of the time needed to make the records available. The agency can also issue awritten statement
denying access and explaining how specific exemptions in the Public Disclosure Act justify the denid.
An agency may delay access to requested records beyond five days only if it needs extratimeto clarify
the intent of the request, locate and assembl e the requested records, notify third parties or agencies
affected by the request, determine if any requested information is exempt from disclosure, or to confirm
whether access should be denied to dl or part of the requested records.
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CLARIHCATION OF PUBLIC DISCL OSURE REQUESTS
If apublic disclosure request is not clearly stated, the agency may seek clarification. If clarification is not
received, the request should be denied in writing with a clear explanation for the denid.

DENIAL OF PUBLIC DISCLOSURE REQUESTS
Denid must include awritten statement citing the specific exemption provided in the Public Disclosure
Act, and an explanation of how that exemption appliesto the records being requested.

JUDICIAL REVIEW

A person may file amotion in Superior Court to compel an agency to justify denid of or delay in providing
accessto itsrecords. The burden of proof is on the agency. It must demongtrate conclusively that
disclosure of the requested records would violate persona rights of privacy or undermine vita
governmental functions. The Public Disclosure Act favors rights of public access even though such access
may be inconvenient to an agency or embarrassing to some individuals.

LEGAL PENALTIESAND COSTS
If an agency loses a court challenge, it will be liable to pay all court costs, attorney fees, and up to $100.00
for each day from the date of the request to the date that the requester isfinaly granted access.

COURT ACTION TO PREVENT DISCLOSURE
Agencies and individuas may file motions and affidavits in Superior Court to enjoin or prohibit disclosure
of records based on the specific application of Public Disclosure Act exemptions.

THE ROLE OF RECORDS MANAGEMENT
Efficient records management practices enable an agency to meet the requirements of the Public
Disclosure Act with the least possible disruption of day-to-day operations.

RECORDS RETENTION SCHEDULES

A working schedule abstracted from the Generd Records Retention Schedules contained in this manual
and supplemented as needed by unique series scheduled on Form SSA-24 should encompass every record
series held by an agency. This working schedule can help fulfill the function of a public disclosure index.
The addition of a column denoting the legal accessibility of each records series for public ingpection and
copying can enable records custodians to respond more efficiently to public disclosure requests.

REGULAR DISPOSTION OF OBSOLETE RECORDS
The regular digposition of records that have reached the end of their established retention period lessens the
agency’ s exposure to public disclosure demands and removes clutter from office and records storage space.

TRANSHER OF HISTORICALLY VALUABLE RECORDSTO YOUR REGIONAL ARCHIVES

Transfer of higtorically valuable records to the Regiona Archives System places them in facilities that
promote long-term preservation aswell as providing research room space and professiona staff support to
facilitate public access. The agency can then concentrate on administering and providing public accessto
the records used in current operations.

USE OF EFFICIENT FLING AND STORAGE PRACTICES

Effective filing and non-current records storage practices enable an agency to make records more
accessible for public disclosure as wdl asits own informationa needs. Up-to-date file indexes, and non
current records storage inventories facilitate rapid records retrieval.
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PUBLIC RECORDS STORAGE GUIDELINES

Paper manufactured since the late 18th century has a high acid content, which causes it to become weak,
brittle, and discolored over time. Poor storage conditions can accelerate this damage.

RECORDSMAJOR CAUSES OF DETERIORATION

HEAT affects paper records by increasing the rate of reaction time for chemicals that they have absorbed.
Heat can warp magnetic tapes and disks and can cause the recording emulsions to separate from the carrier
bases of al photographic media.

HuMIDITY by itself does not harm most recording media, including paper. In fact, without some moisture,
paper and some other media such as film lose flexibility, and become brittle and susceptible to damage.
However, high humidity, combined with heat, promotes mold growth. Wide variaionsin humidity can
aso be damaging, especidly to paper. When the moisture content of paper changes, the individud fibers
expand or contract, weakening the paper cell structure and accel erating deterioration.

LIGHT, particularly ultraviolet light, reacts photo-chemicaly with impuritiesin paper such as acids, glues,
gtarch, and dyes. The product of this reaction is oxidization of the fibers, causing yelowing, brittleness,
and weakening of the paper by breaking the molecular chainsin the cellulose. Long-term exposure to
ultraviolet light will cause fading of photographic dyes and amost al writing and printing inks.

I NSECTSAND RODENTS atack books and paper. Silverfish, bookworms, termites, book lice, cockroaches
feed on cellulose, leather, glues and clothe. Mice, rats, and squirrels will shred paper, leather, and vellums
for nest-building purposes, and the acids in their droppings can damage paper.

AcIDs are introduced to paper during manufacture and later by contact with atmospheric pollutants or
unsuitable storage containers, folders, wood shelving, and other paper records. These chemicals react with
moisture absorbed by the paper. This process cdled hydrolysis produces acids that break down paper
fibers and cause brittleness and, ultimately, disintegration. Hydrolysisis characterized by yellowing, as
often seen in newsprint.

The following page gives guidelines for insuring that your records will be usable for the duration of their
required retention.
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PRESERVATION RECOMMENDATIONS

Media Type

Paperrecords

Archival paper records
(Retained for over 25 yrs or not yet

appraised)

Audio Visual/Photographic records
(Black & white or color)

Archival audiovisual/photographic
records

(Retained for over 25 yrs or not yet
appraised)

Magneticrecords

Opticalrecords

Archival Magnetic or Optical
records
(Retained for over 25 yrs or not yet

appraised)

Miscellaneous
(Gramophone, disk, models,
objects, mixed media items)

Archival Miscellaneous Records
(Gramophone, disk, models,
objects, mixed media items-
retained for over 25 yrs or not yet

appraised)

Environmental Controls

Temperature & Relative
Humidity

Notto exceed 787%F
& 60% RH

Not to exceed 687
& 60% RH

Not to exceed 687
& 60% RH

Black & White: 60 F & 35%
RH
Color: 41 F35%RH +2%

Not to exceed 687F
& 60% RH

Not to exceed 687
or60% RH

Maximum stability required
657F 35%RH+2%

Not to exceed 687F
or60% RH

Maximum stability required
Notto exceed 687
or50% RH +2%

Air Quality Requirements

Well Ventilated

Filtered to exclude: dust and
other particles, acidic and
oxidizinggases, well
ventilated

Well Ventilated

Black/White NB degrading
cellulose acetate or nitrate
films mustbe isolated from
other records

Color: must be acclimatized
before and after cold storage

Well Ventilated

Well Ventilated

NB degrading cellulose
acetate or nitrate films must
be isolated from other
records- must be
acclimatized before and after
coldstorage

Well Ventilated

NB degrading cellulose
acetate or nitrate films must
be isolated from other
records- must be
acclimatized before and after
coldstorage

Lighting Specifications

AmbientLight

UV filtered fluorescent
lighting timer controlled
switches

AmbientLight

AmbientLight

UV filtered fluorescent
lighting timer controlled
switches

AmbientLight

UV filtered fluorescent
lighting timer controlled
switches

AmbientLight

UV fittered fluorescent
lighting timer controlled
switches

Safety & Protection Controls

Fire

Heat/smoke detection
Fire Alarms

Sprinkler system
Extinguishers

Heat/smoke detection
Fire Alarms

Sprinkler system
Extinguishers
Heat/smoke detection
Fire Alarms

Sprinkler system
Extinguishers

Very early smoke detection
apparatus

Firealarms
Extinguishers

Gas flooding o r sprinkler
systems

Heat/smoke detection
Fire Alarms

Sprinkler system
Extinguishers
Heat/smoke detection
Fire Alarms

Sprinkler system
Extinguishers

Very early smoke detection
apparatus

Firealarms
Extinguishers

Gas flooding or sprinkler
systems

Heat/smoke detection
Fire Alarms

Sprinkler system
Extinguishers

Very early smoke detection
apparatus

Firealarms

Extinguishers

Gas flooding or sprinkler
systems

Security

Intruderresistant
Area controlled access

24 hour physical or electronic
surveillance

Alarm systems
Controlledaccess

Intruder resistant
Area controlled access

24 hour physical or electronic
surveillance

Alarm systems
Controlledaccess

Intruder resistant
Area controlled access

Intruder resistant
Area controlledaccess

24 hour physical or ekectronic
surveillance

Alarm systems

Controlled access

Intruder resistant
Area controlled access

24 hour physical or electronic
surveillance

Alarm systems

Controlled access

Housing

Coated metal shelves (maps,
plans, charts— Use plan
cabinets and rolled or vertical

storageisacceptable)
Powder coated or baked
enamel metal shelves (maps,
plans, charts— Use plan
cabinets- flat storage

Coated metal shelves

NB glass plates require
stationary shelving and vertical
storage. (Color may beina
freezer/refrigerator)

Non-magnet able shelving

Coated metal shelves

Powder coated or baked
enamel metal shelves

Coated metal shelves

Powered coated or baked
enamel metal shelves

Containers

Tough, clean folders or
containers

Archival quality a free box

Tough, clean folders or
containers

Archival quality containers that
may require additional shock
protection

Non-magnetisable, sealed
containers, cassette cases or
sleeves

Clean, tough containers or
boxes

Archival quality container boxes

Clean, tough containers or
boxes

Archival quality container boxes
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GLOSSARY

ACCESSION

The act and procedures involved in atransfer of legd title and the taking
of records or papersinto the physical custody of an archival agency. 2)
The materids involved in such atransfer of custody.

ACTIVE RECORDS

Records that are referenced more than once per month per file drawer are
congdered active. Active records should be maintained in the office

ADMINISTRATIVE FILES

Records documenting the operation, management, and administration of
an office; usudly distinguished from program records thet relate to the
office's primary function.

ADMINISTRATIVE VALUE

The usefulness of a specific records seriesfor the administration of
current or future business.

ALPHABETICAL FILING

Arrangement of records according to the aphabet; used mainly for files
referred to by name or topic.

ARCHIVES

The records, which have passed ther retention requirement, thet are
transferred to archival custody and preserved because of their continuing
historical research value.

The agency responsible for selecting, preserving, and providing public
accessto archival records.

The building in which archiva records are preserved and referenced.

CASEFILES

Se Project Files

CD-ROM -

See Compact Disk, or Read-Only Memory

CENTRALIZED FILES

Thefiles of severd offices or organizationa units physicaly or function
that are centralized and supervised in one location.

CHRONOLOGICAL FILING

Arrangement of records according to date.

CODING

Marking afile code on a document prior to filing.

COMPACT DIK

A machine-readable medium usad to reproduce records for rapid
retrieval.

CONVENIENCE FILES

Extra copies of records crested and kept for quick reference.

CORRESPONDENCE Any format of information that is an addressed, written communication
to or from an agency or its employees

CUSTODY (OF RECORDS)  The guardianship of records that includes both physical possesson and
legd title.

CUT-OFF Thetermination of filesat regular intervalsto permit their transfer,

retirement, or digposal in complete blocks. Under this process, afileis
terminated regularly a the end of a specified period of time or event, and
anew file established

DECENTRALIZED FILES

Filesthat are created, used, maintained and controlled in or rear the
office of record.

DISPOSI TION

Any manner or method of changing the custody, location, or physica
date of records. Includes transfer, microfilming, duplication and
destruction.

DISPOSTIONAUTHORITY
NUMBER (DAN)

The control numbers assigned to records retention schedules and genera
records retention schedules approved by the Local Records Committee.

ELECTRONIC RECORDS

Records created and/or stored by dectronic means, usudly on computer
sysdems
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ESSENTIAL (VITAL)
RECORDS

Records essentid to:

Protect the legd rights of clients, property owners, students and other
citizens

The resumption and/or continuation of agency operations,

The re-creation of the legd and financid status of the agency; or
Thefulfillment of obligationsto locdl, state, and federd governmentsand
outside interests.

FILE CLASSFICATION

See Primary, Secondary, and Tertiary

FILE PLAN

A listing of dl records series held at each file gation, including retention
periods, file codes, methods of filing, and digposition ingructions.

FISCAL VALUE

The usefulness of a specific records series for the documentation of an
agency's financid transactions and obligations.

GENERAL RECORDS

RETENTION SCHEDULE

A schedule, ligting and assigning minimum retention periods to
individua records series, which is gpproved for dl locd government
agencies, or particular types of agencies, by the Loca Records
Committee. Genera records retention schedules provide the agencies
they cover with continuing blanket authority for the disposition of
commonly held records according to their assgned retention periods.

GEOGRAPHICAL FILING

Arrangement of records according to geographica area, dphabeticaly

GUIDE

A card or tab divider used in filing systems to identify sections and/or
sub-sections of thefile. Guides provide physical support and ad infiling
and finding individua records

HISTORICAL VALUE

The usefulness of a specific records seriesfor historical research.
Typicdly, 1% to 5% of an agency's totd records have higoricd value.

IMAGING

The act of reproducing records on digita, or micrographic media

INACTIVE RECORDS

Records with a reference rate of 1ess than one search per file drawer per
month. Such records may be trandferred to an inactive records Sorage
center.

INVENTORY

1) A destriptive listing of records series held by an office or file gtation,
including such data asttitle, inclusive dates, quantity, arrangement,
relationships to other series, and description of significant subject
content; 2.) A survey of records conducted prior to digpostion or the
development of a records retention schedule

LEGAL VALUE

The usefulness of specific records series as documentation of an agency's
legaly enforceable rights and obligations

LOCAL RECORDS
COMMITTEE

The body established by the Public Records Act, RCW 40.14.070, to
review and approve disposition of local government records. It includes
the State Archivigt and one representative each from the Offices of the
State Attorney Generd and State Auditor.

MACHINEREADABLE
RECORDS

See Electronic Records and Optical Disc

MATERIAL WITH NO
RETENTION VALUE

Materid that does not need to befiled or that may be destroyed after a
short retention. Thisincludes drafts, workshests, routine replies,
telephone messages, blank forms, publications, and extra copies of
documents crested for convenience or public distribution.

MICROFILM

A high-resolution photographic film used to record reduced-sze images
from origina records. The act of recording microphotographs on film.

NUMERICAL FILING

Arrangement of records in sequence according to document number.

OFM (OFFICE FILESAND
MEMORANDA)

A public records classfication provided by RCW 40.14 that identifies
records that have purdly administrative vaue.
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OPR (Official Public Record)

A public records classification provided by RCW 40.14 that identifies
records that have sgnificant legd or fiscd vaue.

OPTICAL DIK A machine-readable medium usad to reproduce records for rapid
retrieval.

OUT-CARD A guide card used to indicate that records have been taken from thefile.
Identify the specific item/file, date, and name of the person temporarily
holding the record with an "out-card".

PERMANENT RECORDS Records that have sufficient legdl, fiscal, and/or historical vaue, to be

retained forever.

PRIMARY FILING
CLASSFICATION

The most generd category under which records can be sorted and
arranged for filing. Primary filing classifications should be defined by
the function and retention requirements.

PRIMARY RECORD COPY

The origind or officia copy of arecords series

PROJECT (CASE) FILES

Groups of documents that pertain to a particular action, event, person, or
place. May consst of correspondence, form records, memoranda,
reports, or acombination of such records.

PROPRIETARY RECORDS

Records containing information of a confidentia or highly senstive
nature require destruction by shredding, to eliminate the possibility of
illega or undesirable disclosure.

PURGING See Sreening
READ-ONLY MEMORY Electronic record storage systems that alow for research or "reading”
(ROM) access but protect the record from additional entries or dterations.

READING (DAY) FILE

A file of extra copies of outgoing correspondence arranged in
chronologica order.

RECORDS Papers (reports, correspondence, legd documents, etc.), photographs,
meagnetic tape, microfilm, sound recordings, maps, drawings, or other
documents, regardless of physical form or characteristics, and including
al copiesthereof, either organized or received by an inditution.

RECORDS CENTER A low-cogt facility for the organized and controlled storage, maintenance,

retrieva, and digposition of inactive or non-current records

RECORDS COORDINATOR

Asss Records Officer

RECORDSMANAGEMENT

The management function concerned with the efficient, systematic
control of records from their cregtion to their ultimate dispogition.

RECORDSOFFICER

Theindividua responsible for an agency's records management
procedures, including retention scheduling, files organization, records
storage, and destruction.

RECORDSRETENTION
SCHEDULE

A schedule, listing and assigning minimum retention periods to
individua records series, which is gpproved for a pecific agency by the
Loca Records Committee. A records retention schedule provides the
agency for whichit is gpproved continuing records digposition authority.

RECORDSSERIES

A group of records, performing a specific function, which isused asa
unit, filed asaunit and may be transferred or destroyed asaunit. A
records series may consst of asingle type of form or anumber of
different types of documents that are filed together to document a specific
function

REFERENCE FILES

Publications, books, periodicals, cataogs, bulletins, reports, maps, theses,
tapes, films, photographs, and other materids that are needed as
informational resources but are not part of the main body of files.

RETENTION PERIOD

The minimum amount of time required for the retention of arecords
series on arecords retention schedule or genera records retention
schedule approvedby the Loca records Committee.
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ROM

See Read-Only Memory

SCREENING

Removad of individua papers or folders from a group of records, usudly
to permit disposal of parts of the file, and retention or transfer of the rest.
Also known as purging or weeding.

SECONDARY FILING
CLASSFICATION

The second most generd class of filing category under which records can
be sorted or arranged for filing; subsidiary to primary classfication

SUBJECT FILE

A filein which documents are arranged aphabeticdly by generd subject
or topic.

SUSPENSE FILE

A filein which documents are arranged chronologically by afuture date
of recdl, to remind the user of future tasks and events. Also knownasa
tickler file.

TERTIARY FILING
CLASSFICATION

Theleast generd, mogt specific filing category under which records can
be sorted and arranged for filing; subsidiary to secondary classification.

TICKLERFILE

See QugpenseFile

TRANSACTIONAL FILES

Records documenting the unique daily transactions or activities of an
officethat distinguish its primary functions.

TRANSTORY FILE

A file of routine correspondence and other records with short-term vaue.
Its retention period is limited to the interval required for completion of
pecific actions covered by individual pieces of correspondence.

TRANSMITTAL

Documentation authorizing the disposd, transfers to inactive storage, or
trandfer to archival storage of public records.

VITAL RECORDS

See Essential Records

WORKING FILE

A file of rough notes, cdculations, or preliminary drafts that are
assembled and used in the preparation or andysis of other documents;
usudly retained in desk files or filed separatey until project completion




APPENDIX A - RCWs

RCWSPERTAINING TO RECORDSMANAGEMENT

CHAPTER 40.10-ESSENTIAL RECORDS

RCW 40.10.010
Essential records-- Designation -- List -- Security and protection -- Reproduction.

In order to provide for the continuity and preservation of civil government, each elected and appointed officer of
the state shall designate those public documents which are essential records of his office and needed in an
emergency and for the reestablishment of normal operations after any such emergency. A list of such records shall
be forwarded to the state archivist on forms prescribed by the state archivist. The elected or appointed officer to
insure its completeness shall review thislist at least annually. Any changes or revisionsfollowing thisreview shall
beforwarded to the state archivist. Each such el ected and appointed officer of state government shall insure that
the security of essential records of his officeis by the most economical means commensurate with adequate
protection. Protection of essential records may be by vaulting, planned or natural dispersal of copies, or any other
method approved by the state archivist. Reproductions of essential records may be by photocopy, magnetic tape,
microfilm or other method approved by the state archivist. Local government offices may coordinate the protection
of their essential records with the state archivist as necessary to provide continuity of local government under
emergency conditions.

[1982¢368§1; 197354 8§ 1; 1963 ¢ 241 § 1]
NOTES:

Sever ability -- 1973 ¢ 54: "If any provision of this 1973 amendatory act, or its application to any personor
circumstanceis held invalid, the remainder of the act, or the application of the provision to other persons or
circumstances s not affected.” [1973 ¢ 54 §6.]

RCW 40.10.020
Essential records-- Reproduction and storage-- Coor dination of protection program -- Fees

The state archivist is authorized to reproduce those documents designated as essential records by the several
elected and appointed officials of the state and local government by microfilm or other miniature photographic
process and to assist and cooperate in the storage and safeguarding of such reproductionsin such placeasis
recommended by the state archivist with the advice of the director of community, trade, and economic
development. The state archivist shall coordinate the essential records protection program and shall carry out the
provisions of the state emergency plan asthey relate to the preservation of essential records. The state archivistis
authorized to charge the several departments of the state and local government the actual cost incurred in
reproducing, storing and safeguarding such documents: PROVIDED, That nothing herein shall authorize the
destruction of the originals of such documents after reproduction thereof.

[1995 ¢ 399 § 58; 1986 ¢ 266 § 45; 1985 ¢ 7 § 106; 1982 36 § 2; 1973¢c 54 §2; 1963c 241§ 2]

NOTES:

Sever ability -- 1986 c 266: See note foll owi ng RCW
38. 52. 005.

CHAPTER 4014 RCW —PERSERVATION & DESTRUCTION OF PUBLIC
RECORDS

Sections

40.14.010 Definition and classification of public records

40.14.020 Division of archives and records management—State archivist--Powers and duties--Duties of public
officials

40.14.025 Division of archives and records management-- Allocation of costs of services--Archives and records
management account
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40.14.027 Public archives and records management services--Judgment debtor surcharge.
40.14.030 Transfer to state archives--Certified copies, cost.
40.14.040 Records officers--Designation--Powers and duties

40.14.050 Records committee--Composition, travel expenses, meetings, powers and duties--Retention
schedules.

40.14.060 Destruction, disposition of official public records or office files and memoranda--Record retention
schedules

40.14.070 Destruction, disposition of local government records--Preservation for historical interest--Local
records committee, duties--Record retention schedules

40.14.080 Chapter not to affect other laws

40.14.100 Legidative records--Defined

40.14.110 Legidative records--Contribution of papers by legidators and employees

40.14.120 Legidativerecords--"Clerk," "secretary” defined.

40.14.130 Legidative records--Duties of legidative officials, employees and state archivist--Delivery of records-
-Custody --Availability.

40.14.140 Legidative records--Party caucusesto be advised--Information and instructions.

40.14.150 Legidative records--Usefor research.

40.14.160 Legidative records--Rulesfor accessto records

40.14.170 Legidative records--Sound recordings

40.14.180 Legidative records--Construction--Confidentiality of bill drafting records.

NOTES: Materials specifically authorized to be printed and distributed by secretary of state: RCW
43.07.140.

RCW 40.14.010

Definition and classfication of public records

As used in this chapter, the term "public records’ shal include any paper, correspondence, completed form,
bound record book, photograph, film, sound recording, map drawing, machine readable materia, compact
disc meeting current industry 1SO specifications, or other document, regardless of physica form or
characterigtics, and including such copies thereof, that have been made by or received by any agency of the
state of Washington in connection with the transaction of public business, and legidative records as described
in RCW 40.14.100.

For the purposes of this chapter, public records shal be classified asfollows:

(2) Officid public records shal include al originad vouchers, receipts, and other documents necessary to
isolate and prove the validity of every transaction relating to the receipt, use, and disposition of dl public
property and public income from al sources whatsoever; al agreements and contracts to which the state of
Washington or any agency thereof may be a party; al fiddlity, surety, and performance bonds; al claimsfiled
againg the state of Washington or any agency thereof; al records or documents required by law to be filed
with or kept by any agency of the state of Washington; all legidative records as defined in RCW 40.14.100;
and dl other documents or records determined by the records committee, created in RCW 40.14.050, to be
officia public records.

(2) Office files and memoranda include such records as correspondence, exhibits, drawings, maps, completed
forms, or documents not above defined and classified as officid public records; duplicate copies of officia
public records filed with any agency of the state of Washington; documents and reports made for the interna
administration of the office to which they pertain but not required by law to befiled or kept with such agency;
and other documents or records as determined by the records committee to be office files and memoranda.
[1996¢c7181;1982¢c3683;1981¢c3284;1971ex’s c10281; 1957 c 246 § 1]

RCW 40.14.020

Division of archivesand records management -- State ar chivist -- Powers and duties -- Duties of public
officials

All public records shdl be and remain the property of the state of Washington. They shal be ddlivered by
outgoing officias and employees to their successors and shall be preserved, stored, transferred, destroyed or
disposed of, and otherwise managed, only in accordance with the provisions of this chapter. In order to insure
the proper management and safeguarding of public records, the division of archives and records management
is established in the office of the secretary of Sate. The state archivist, who shal administer the division and
have reasonable access to all public records, wherever kegt, for purposes of information, surveying, or
cataloguing, shall undertake the following functions, duties, and responsibilities:
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(2) To manage the archives of the state of Washington;

(2) To centrdize the archives of the state of Washington, to make them available for reference and scholarship,
and to insure their proper preservation;

(3) Toingpect, inventory, catdog, and arrange retention and transfer schedules on al record files of dl sate
departments and other agencies of Sate government;

(4) To insure the maintenance and security of al state public records and to establish safeguards againgt
unauthorized remova or destruction;

(5) To establish and operate such state record centers as may from time to time be authorized by appropriation,
for the purpose of preserving, servicing, screening and protecting al state public records which must be
preserved temporarily or permanently, but which need not be retained in office space and equipment;

(6) To adopt rules under chapter 34.05 RCW:

(a) Setting standards for the durability and permanence of public records maintained by state and local
agencies,

(b) Governing procedures for the creation, maintenance, transmission, cataloging, indexing, sorage, or
reproduction of photographic, optica, eectronic, or other images of public documents or records in a manner
consistent with current standards, policies, and procedures of the department of information services for the
acquisition of information technology;

(c) Governing the accuracy and durability of, and facilitating access to, photographic, optical, electronic, or
other images used as public records; or

(d) To carry out any other provision of this chapter;

(7) To gather and disseminate to interested agencies information on al phases of records management and
current practices, methods, procedures, techniques, and devices for efficient and economica management and
preservation of records;

(8) To operate a central microfilming bureau which will microfilm, a cogt, records approved for filming by the
head of the office of origin and the archivigt; to approve microfilming projects undertaken by state depatments
and dl other agencies of state government; and to maintain proper standards for this work;

(9) To maintain necessary facilities for the review of records approved for destruction and for their economical
disposition by sdle or burning; directly to supervise such destruction of public records as shall be authorized by
the terms of this chapter; [and]

(10) To assist and train state and local agencies in the proper methods of creating, maintaining, catdoging,
indexing, transmitting, storing, and reproducing photographic, opticd, eectronic, or other images used as
public records.

[1995¢ 326 § 1. Prior: 1991 ¢ 237 84; 1991 ¢ 184 81; 1986 c27581; 1983¢c 84 81; 1981 c 1158 1; 1957 ¢
246 8 2]

NOTES:

Effective date - 1991 ¢ 237: See note following RCW 43.07.220.

Effective date -- 1981 ¢ 115: "This act is necessary for the immediate preservation of the public peece, hedth,
and safety, the support of the state government and its existing public ingtitutions, and shall take effect July 1,
1981." [1981 ¢ 115810]

RCW 40.14.025

Division of archives and records management -- Allocation of costs of services -- Archivesand records
management account

(1) The secretary of state and the director of financid management shal jointly establish a procedure and
formulafor alocating the costs of services provided by the divison of archives and records management to
state agencies. The tota amount dlotted for services to state agencies shall not exceed the appropriation to the
archives and records management account during any alotment period.

[(2)] Thereis created the archives and records management account in the state treasury which shdl consist of
all fees and charges collected under this section, RCW 36.22.175, and 40.14.027. The account shall be
appropriated exclusively for the payment of costs and expensesincurred in the operation of the division of
archives and records management as specified by law.

[1996c 2458 3; 1991 sp.s. ¢ 1385; 1985¢c 57 §22; 1981 c 115 8§ 4]

NOTES.

Effective date -- 1996 ¢ 245: See note following RCW 36.22.175.

Effective dates-- Sever ability - 1991 sp.s. ¢ 13: See notesfollowing RCW 18.08.240.
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Effective date -- 1985 ¢ 57: See note following RCW 18.04.105.
Effective date -- 1981 ¢ 115: See note following RCW 40.14.020.

RCW 40.14.027

Public ar chives and recor ds management services -- Judgment debtor surcharge.

State agencies shdl collect a surcharge of twenty dollars from the judgment debtor upon the satisfection of a
warrant filed in superior court for unpaid taxes or ligbilities. The surcharge isimposed on the judgment debtor
in the form of a pendty in addition to the filing fee provided in RCW 36.18.012(3). The surcharge revenue
shdl be transmitted to the dtete treasurer for deposit in the archives and records management account.
Surcharge revenue deposited in the archives and records management account shal be expended by the
secretary of state exclusively for disaster recovery, essentia records protection services, and records
management training for local government agencies by the division of archives and records management. The
secretary of state shall, with local government representatives, establish a committee to advise the state
archivigt on the local government archives and records management program.

[1996 ¢ 2458 4; 1995292 § 17; 1994 ¢ 193 §2.]

NOTES:

Effective date -- 1996 ¢ 245: See note following RCW 36.22.175.

Findings-- 1994 ¢ 193: "The legidature finds that: (1) Accountability for and the efficient management of
local government records are in the public interest and that compliance with public records management
requirements significantly affects the cost of local government administration; (2) the secretary of stateis
responsible for insuring the preservation of local government archives and may assist loca government
compliance with public records statutes; (3) as provided in RCW 40.14.025, dl archives and records
management services provided by the secretary of state are funded exclusively by a schedule of feesand
charges established jointly by the secretary of state and the director of financid management; (4) the secretary
of gtate's costs for preserving and providing public access to loca government archives and providing records
management assistance to loca government agencies have been funded by fees paid by state government
agencies, (5) loca government agencies are responsible for costs associated with managing, protecting, and
providing public access to the recordsin their custody; (6) loca government should help fund the secretary of
state's loca government archives and records management services, (7) the five-dollar fee collected by county
clerksfor processing warrants for unpaid taxes or liahilities filed by the state of Washington is not sufficient to
cover processing costs and isfar below filing fees commonly charged for smilar types of minor civil actions;
(8) asurcharge of twenty dollars would bring the filing fee for warrants for the collection of unpaid taxes and
liahilities up to alevel comparable to other minor civil filings and should be gpplied to the support of the
secretary of state's local government archives and records services without placing an undue burden on loca
government; and (9) the process of collecting and transmitting surcharge revenue should not have an undue
impact on the operations of the state agencies that file warrants for the collection of unpaid taxes and ligbilities
or the clerks of superior court who processthem." [1994 ¢ 193 8 1]

Effective date -- 1994 ¢ 193; "This act shall take effect July 1, 1994." [1994 ¢ 193 § 3]

RCW 40.14.030

Trander to sate archives -- Certified copies, cod.

All public records, not required in the current operation of the office where they are made or kept, and all
records of every agency, commission, committee, or any other activity of state government which may be
abolished or discontinued, shall be transferred to the state archives so that the valuable historical records of the
state may be centralized, made more widely available, and insured permanent preservation; PROVIDED, That
this section shdl have no application to public records approved for destruction under the subsequent
provisions of this chapter.

When so transferred, copies of the public records concerned shall be made and certified by the archivigt, which
certification shal have the same force and effect as though made by the officer originally in charge of them.
Fees may be charged to cover the cost of reproduction. In turning over the archives of his office, the officer in
charge thereof, or his successor, thereby loses none of his rights of access to them, without charge, whenever
necessary.

[1957 c 246 § 3]

NOTES.

Columbia River boundary compact, transfer of records to division of archives: RCW 43.58.070
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RCW 40.14.040

Records officers -- Designation -- Powers and duties

Each department or other agency of the state government shall designate a records officer to superviseits
records program and to represent the office in al contacts with the records committee, hereinafter created, and
the division of archives and records management. The records officer shdl:

(1) Coordinate dl aspects of the records management program.

(2) Inventory, or manage the inventory, of al public records at least once during a biennium for digposition
scheduling and transfer action, in accordance with procedures prescribed by the state archivist and state
records committee: PROVIDED, That essentia records shal be inventoried and processed in accordance with
chapter 40.10 RCW &t least annualy.

(3) Conault with any other personne responsible for maintenance of specific records within his sate
organization regarding records retention and transfer recommendations.

(4) Analyze records inventory data, examine and compare divisiona or unit inventories for duplication of
records, and recommend to the state archivist and state records committee minimal retentions for al copies
commensurate with legdl, financia and administrative needs.

(5) Approve al records inventory and destruction requests that are submitted to the state records committee.
(6) Review established records retention schedules at least annudly to insure that they are complete and
current.

(7) Exerciseinternal control over the acquisition of filming and file equipment.

If aparticular agency or department does not wish to transfer records at atime previoudy scheduled therefore,
the records officer shdl, within thirty days, notify the archivist and request a change in such previoudy set
schedule, including his reasons therefore

[1982c 36 84; 1979 c 151 §51; 1973 ¢ 54 § 3; 1957 ¢ 246 § 4]

RCW 40.14.050

Records committee -- Composition, travel expenses, meetings, powers and duties -- Retention schedules.
Thereis created a committee, to be known as the records committee, composed of the archivigt, an appointee
of the state auditor, an gppointee of the attorney general, and an appointee of the director of financid
management. Committee members shall serve without additiond salary, but shal be entitled to travel
expenses incurred in accordance with RCW 43.03.050 and 43.03.060 as now exigting or hereafter amended.
Such expenses shall be paid from the appropriations made for operation of their respective departments or
offices.

The records committee shall meet a least once every quarter or oftener as business dictates. Action by the
committee shall be by mgjority vote and records shall be kept of al committee business.

It shall be the duty of the records committee to approve, modify or disgpprove the recommendations on
retention schedules of dl files of public records and to act upon requests to destroy any public records:
PROVIDED, That any modification of arequest or recommendation must be gpproved by the head of the
agency originating the request or recommendation.

The division of archives and records management shal provide forms, approved by the records committee,
upon which it shdl prepare recommendations to the committee in cooperation with the records officer of the
department or other agency whose records are involved.

[1985 ¢ 192 § 1; 1975-76 2nd ex.s. ¢ 34 § 83; 1957 c 246 § 5]

NOTES:

Effective date -- Sever ability -- 1975-'76 2nd ex.s. ¢ 34: See notes following RCW 2.08.115.

RCW 40.14.060

Destruction, disposition of official public records or office filesand memoranda-- Record retention
schedules

(2) Any destruction of officid public records shdl be pursuant to a schedule approved under RCW 40.14.050.
Officid public records shall not be destroyed unless:

() Except as provided under RCW 40.14.070(2)(b), the records are six or more years old;

(b) The department of origin of the records has made a satisfactory showing to the state records committee that
the retention of the records for a minimum of six years is both unnecessary and uneconomicd, particularly if
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lesser federd retention periods for records generated by the state under federal programs have been
established; or

(c) The originas of official public records less than six years old have been copied or reproduced by any
phaotographic or other process gpproved by the state archivist which accurately reproduces or forms a durable
medium for so reproducing the origind.

(2) Any lesser term of retention than six years must have the additiond approva of the director of financia
management, the tate auditor and the atorney generd, except when records have federd retention guiddines
the state records committee may adjust the retention period accordingly. An automatic reduction of retention
periods from seven to six years for officia public records on record retention schedules exigting on June 10,
1982, shdl not be made, but the same shal be reviewed individualy by the state records committee for
gpprovd or disapprova of the change to aretertion period of Six years.

Recommendations for the destruction or disposition of office files and memoranda shall be submitted to the
records committee upon approved forms prepared by the records officer of the agency concerned and the
archivist. The committee shall determine the period of time that any office file or memorandum shal be
preserved and may authorize the division of archives and records management to arrange for its destruction or
disposition.

[1999¢ 326 § 1; 1982 ¢ 36 8 5; 1979 ¢ 151 § 52; 1973 ¢ 54 8 4; 1957 ¢ 246 8 6.]

RCW 40.14.070

Destruction, disposition of local gover nment records -- Preservation for historical interest -- Local

recor ds committee, duties -- Record retention schedules,

(1)(a) County, municipal, and other local government agencies may request authority to destroy noncurrent
public records having no further administrative or legd vaue by submitting to the division of archives and
records management lists of such records on forms prepared by the division. The archivig, arepresentative
appointed by the state auditor, and a representative gppointed by the attorney generd shdl conditute a
committee, known as the local records committee, which shall review such lists and which may veto the
destruction of any or dl items contained therein.

(b) A loca government agency, as an dternative to submitting lists, may dect to establish a records control
program based on recurring disposition schedules recommended by the agency to the local records committee.
The schedules are to be submitted on forms provided by the divison of archives and records management to
theloca records committee, which may either veto, approve, or amend the schedule. Approva of such
schedule or amended schedule shdl be by unanimous vote of the local records committee. Upon such
approval, the schedule shall condtitute authority for the local government agency to destroy the records listed
thereon, after the required retention period, on arecurring basis until the schedule is either amended or revised
by the committee.

(2)(a) Except as otherwise provided by law, no public records shal be destroyed until approved for destruction
by thelocd records committee. Officia public records shall not be destroyed unless:

(i) The records are ix or more years old;

(i) The department of origin of the records has made a satiSfactory showing to the state records committee that
the retention of the records for a minimum of six yearsis both unnecessary and uneconomica, particularly
where lesser federd retention periods for records generated by the state under federa programs have been
established; or

(iii) The originds of officid public records less than six years old have been copied or reproduced by any
photographic, photo static, microfilm, miniature photographic, or other process approved by the state archivist
which accurately reproduces or forms a durable medium for so reproducing the original.

An automatic reduction of retention periods from seven to six years for official public records on recad
retention schedules exigting on June 10, 1982, shdl not be made, but the same shall be reviewed individualy
by the loca records committee for approva or disapproval of the change to a retention period of six years.
The state archivist may furnish gopropriate information, suggestions, and guidelines to local government
agencies for their assistance in the preparation of lists and schedules or any other matter reating to the
retention, preservation, or destruction of records under this chapter. The local records committee may adopt
appropriate regulations establishing procedures to be followed in such matters.

Records of county, municipal, or other local government agencies, designated by the archivist as of primarily
historica interest, may be transferred to a recognized depository agency.
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(b) Records of investigative reports prepared by any state, county, municipa, or other law enforcement agency
pertaining to sex offenders contained in chapter 9A.44 RCW or sexudly violent offenses as defined in RCW
71.09.020 that are not required in the current operation of the law enforcement agency or for pending judicia
proceedings shall, following the expiration of the gpplicable schedule of the law enforcement agency's
retention of the records, be transferred to the Washington association of sheriffs and police chiefs for
permanent electronic retention and retrieval. Upon electronic retention of any document, the association shdl
be permitted to destroy the paper copy of the document.

() Any record transferred to the Washington association of sheriffs and police chiefs pursuant to (b) of this
subsection shal be deemed to no longer constitute a public record pursuant to RCW 42.17.020 and shdll be
exempt from public disclosure. Such records shal be disseminated only to crimina justice agencies as defined
in RCW 10.97.030 for the purpose of determining if a sex offender met the criteria of a sexudly violent
predator as defined in chapter 71.09 RCW.

[1999¢32682;1995¢c 301871, 1982¢c 36 86; 1973¢c54 85; 1971 ex.s c1081; 1957 c 246 8 7.]

NOTES:

Copying, preserving, and indexing of documents recorded by county auditor: RCW 36.22.160through
36.22.190.Destruction and reproduction of court records. RCW 36.23.065 through 36.23.070.

RCW 40.14.080

Chapter not to affect other laws.

The provisions of this chapter shall not be construed as repedling or modifying any other acts or parts of acts
authorizing the destruction of public records save for those specifically named in * section 9 of this act; nor
shall this chapter affect the provisions of chapter 40.07 RCW requiring the deposit of al state publicationsin
the gate library. [1983 ¢ 3 § 84; 1957 ¢ 246 § 8] NOTES. *Reviser'snote: "section 9 of this

RCW 40.14.100

L egidative records -- Defined.

Asusad in RCW 40.14.010 and 40.14.100 through 40.14.180, unless the context requires otherwise,
"legidative records' shal be defined as correspondence, amendments, reports, and minutes of meetings made
by or submitted to legidative committees or subcommittees and transcripts or other records of hearings or
supplementary written testimony or data thereof filed with committees or subcommittees in connection with
the exercise of legidative or investigatory functions, but does not include the records of an officid act of the
legidature kept by the secretary of state, bills and their copies, published materids, digests, or multi-copied
matter which are routingly retained and otherwise available at the sate library or in a public repository, or
reports or correspondence made or received by or in any way under the persond control of the individua
members of the legidature.

[1971ex.s. c 1028 2]

RCW 40.14.110

L egidative records -- Contribution of papersby legidators and employees

Nothing in RCW 40.14.010 and 40.14.100 through 40.14.180 shall prohibit alegidator or legidative
employee from contributing his persona papersto any private library, public library, or the state archives. The
state archivigt is authorized to receive papers of legidators and legidative employees and is directed to
encourage the donation of such persond records to the state. The state archivist is authorized to establish such
guiddines and procedures for the collection of persona papers and correspondence relating to the legidature
as he seesfit. Legidators and legidative employees are encouraged to contribute their personal papersto the
state for preservation.

[1971ex.’s. c10283]

RCW 40.14.120

Legidativerecords--" Clerk," " secretary" defined.

Asused in RCW 40.14.010 and 40.14.100 through 40.14.180 "clerk" means clerk of the Washington state
house of representatives and "secretary” means the secretary of the Washington state senate.
[1971ex.’s.c1028§4]

55



RCW 40.14.130

L egidative records-- Duties of legidative officials, employees and state ar chivigt -- Delivery of records--
Custody -- Availability.

The legidative committee chairman, subcommittee chairman, committee member, or employed personnel of
the gtate legidature having possession of legidative records that are not required for the regular performance of
officid duties shal, within ten days after the adjournment sine die of aregular or specia session, deliver dl
such legidative records to the clerk of the house or the secretary of thesenate.

The clerk of the house and the secretary of the senate are charged to include requirements and responsibilities
for keeping committee minutes and records as part of their instructions to committee chairmen and employees.
The clerk or the secretary, with the assistance of the state archivigt, shdl classify and arrange the legidative
records delivered to the clerk or secretary in a manner that he considers best suited to carry out the efficient
and economical utilization, maintenance, preservation, and disposition of the records. The clerk or the
secretary may deliver to the sate archivigt al legidative recordsin his possession when such records have
been classified and arranged and are no longer needed by either house. The State archivist shadl theresfter be
custodian of the records so ddlivered, but shall ddiver such records back to either the clerk or secretary upon
his request.

The chairman, member, or employee of alegidative interim committee responsible for maintaining the
legidative records of that committee shdl, on a scheduled basis agreed upon by the chairman, member, or
employee of the legidative interim committee, deliver to the clerk or secretary dl legidative recordsin his
possession, as long as such records are not required for the regular performance of officia duties. He shall also
deliver to the clerk or secretary al records of an interim committee within ten days after the committee ceases
to function.

[1971ex.’s. c10285]

RCW 40.14.140

L egidative records-- Party caucusesto be advised -- Information and ingtructions.

It shall be the duty of the clerk and the secretary to advise the party caucuses in each house concerning the
necessity to keep public records. The state archivist or his representative shdl work with the clerk and
secretary to provide information and instructions on the best method for keeping legidative records.
[1971ex.’s.c10286)]

RCW 40.14.150

L egidative records-- Usefor research.

Committee records may be used by legidative employees for research at the discretion of the clerk or the
secretary.

[1971ex.’s.c10287]

RCW 40.14.160

L egidative records-- Rules for accessto records

The clerk or the secretary shall, with advice of the Sate archivist, prescribe rules for access to records more
than three years old when such records have been delivered to the state archives for preservation and

mai ntenance.

[1971 ex.s. c 1028 8]

RCW 40.14.170

L egidative records-- Sound recor dings

Any sound recording of debate in the house or senate made by |egidative employees shdl be preserved by the
chief clerk of the house and by the secretary of the senate, respectively, for two years from the end of the
session a which made, and thereafter shall be transmitted to the state archivist. The chief clerk and the
secretary shadl cataogue or index the recordings in their custody according to a uniform system, in order to
alow easy access to the debate on specific questions before either house, and shdl make available to any court
of record, at the cost of reproduction, such portions of the recordings as the court may request.

[1971 ex.s c 1028 9]
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RCW 40.14.180

L egidative records-- Construction -- Confidentiality of bill drafting records.

The provisons of RCW 40.14.010 and 40.14.100 through 40.14.180 shdl not be construed as repedling or
modifying any other acts or parts of acts authorizing the retention or destruction of public records nor shdl
RCW 40.14.010 and 40.14.100 through 40.14.180 affect the provisons of chapter 40.07 RCW requiring the
deposit of al state publicationsin the state library nor shal it affect the confidentidity of the bill drafting
records of the code reviser's office.

[1983 c 3§ 85; 1971 ex.s. ¢ 102 § 10]

CHAPTER 40.16 —PENAL PROVISONS

RCW 40.16.010
INJURY TO PUBLIC RECORD.

Every person who shall willfully and unlawfully remove, alter, mutilate, destroy, conceal, or obliterate a
record, map, book, paper, document, or other thing filed or deposited in a public office, or with any
public officer, by authority of law, shall be punished by imprisonment in a state correctional facility for
not more than five years, or by afine of not more than one thousand dollars, or by both.

[1992 c 7 § 34; 1909 c 249 § 95; RRS § 2347.]

RCW 40.16.020
Injury to and misappropriation of record

Every officer who shall mutilate, destroy, concedl, erase, obliterate, or falsify any record or paper
appertaining to the officer's office, or who shall fraudulently appropriate to the officer's own use or to
the use of another person, or secrete with intent to appropriate to such use, any money, evidence of debt
or other property entrusted to the officer by virtue of the officer's office, shall be punished by
imprisonment in a state correctional facility for not more than ten years, or by a fine of not more than
five thousand dollars, or by both.

[1992 ¢ 7 § 35; 1909 c 249 § 96; RRS § 2348.]

RCW 40.16.030
Offering falseinstrument for filing or record

Every person who shall knowingly procure or offer any false or forged instrument to be filed, registered,
or recorded in any public office, which instrument, if genuine, might be filed, registered or recorded in
such office under any law of this state or of the United States, shall be punished by imprisonment in a
state correctional facility for not more than five years, or by afine of not more than five thousand
dollars, or by both.

[1992 ¢ 7 § 36; 1909 ¢ 249 § 97; RRS § 2349
CHAPTER 42.17 DISCL OSURE-CAMPAIGN FINANCES-

LOBBYING-RECORDS

42.17.021 Additional definitions. [1993 ¢ 2 § 30 (Initiative Measure No. 134, approved November 3,
1992).] Repealed by 1995 ¢ 397 § 34, effective July 1, 1995.

42.17.132 Redtrictions on mailings by incumbents. [1997 ¢ 320 § 1; 1995 ¢ 397 §5; 1993 ¢ 2 825
(Initiative Measure No. 134, approved November 3, 1992).] Recodified as RCW 42.52.185 pursuant to
1997 c 320 § 2.

42.17.140 Campaign expenditure limitations[1973 ¢ 1 § 14 (Initiative Measure No. 276 § 14).]
Repealed by 1982 ¢ 147 § 19.
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42.17.195 Intergovernmental information and communications--Reimbur sement of employees

for expensesincurred authorized--Reporting. [1975-76 2nd ex.s. ¢ 112 § 14.] Repeded by 1977
ex.s.c31387.

42.17.2415 Reporting gifts. [1991 sp.s. ¢ 18 § 3.] Repealed by 1995 ¢ 397 § 34, effective July 1, 1995.

42.17.243 Public office fund--What constitutes, restrictions on use--Reporting of --Disposal of

remaining funds. [1977 ex.s. ¢ 336 § 5.] Repealed by 1993 c 2 § 35 (Initiative Measure No. 134,
approved November 3, 1992).

NOTES:

Reviser's note: RCW 42.17.243 was amended by 1991 sp.s. ¢ 18 § 4 without reference to its repeal by
1993 ¢ 2 § 35 (Initiative Measure No. 134) It has been decodified for publication purposes under RCW
1.12.025.

42.17.261 Public information access policy task force [1994 ¢ 40 § 4.] Repealed by 1999 ¢ 151 §
801, effective July 1, 1999.

42.17.392 Civil penalty for untimely filing--Payment--W aiver--Enforcement [1975-'76 2nd
ex.s. ¢ 112 § 11.] Repedled by 1982 c 147 § 19.

42.17.630 Definitions [1993 ¢ 2 § 3 (Initiative Measure No. 134, approved November 3, 1992).]
Repealed by 1995 c 397 § 34, effective July 1, 1995.

CHAPTER 4020 RCW - REPRODUCED RECORDSFOR GOVERNMENTSAND BUSNESS

RCW 40.20.010
"Busness' defined.

For the purpose of this chapter, the term "business' shall mean and include business, industry,
profession, occupation and calling of every kind.

[1949 c 223 § 3; Rem. Supp. 1949 § 1257-6]

RCW 40.20.020
Reproduction by film or photograph

The head of any business or the head of any state, county or municipal department, commission, bureau
or board may cause any or all records required or authorized by law to be made or kept by such official,
department, commission, bureau, board, or business to be photographed, micro photographed,
reproduced on film, or photocopied for all purposes of recording documents, plats, files or papers, or
copying or reproducing such records. Such film or reproducing material shall be of permanent material
and the device used to reproduce such records on such film or materia shall be such as to accurately
reproduce and perpetuate the original records in al details, and shall be approved for the intended
purpose: PROVIDED, That the state archivist shall approve such materia for state records use:
PROVIDED, FURTHER, That the state auditor shall approve such materia for use by local
governmental subdivisions.

[1981 c 32 § 5; 1973 ¢ 95 § 1; 1949 ¢ 223 § 1; Rem. Supp. 1949 § 1257-4.]

RCW 40.20.030
Useasoriginal.

Such photo static copy, photograph, microphotograph or photographic film record, or copy of the
origina records shall be deemed to be an original record for al purposes, and shall be admissible in
evidence in all courts or administrative agencies. A facsimile, exemplification or certified copy thereof
shall, for al purposes recited herein, be deemed to be a transcript, exemplification or certified copy o
the original.
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[1949 c 223 § 2; Rem. Supp. 1949 §
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APPENDIX B - WACs

WACSPERTAINING TO RECORDSMANAGEMENT

PROMULGATION

WAC 434-600-010 General purpose These regulations are adopted under the provisions of chapter
40.14 RCW as amended by section 1, chapter 10, Laws of 1971 ex. sess. and chapter 54, Laws of
1973, in order to furnish procedures for the management, disposition, and preservation of public
records of state and local agencies.

[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-600-010, filed 1/21/93, effective

2/21/93]

DEFINITIONS

WAC 434-610-010 " Agency" defined. "Agency" means any department, office, commission,
board, or division of state government; and any county, city, district, or other political subdivision or
Municipa Corporation or any department, office, commission, court, or board or any other state or
local government unit, however designated.

[Statutory Authority: Chapter 40.14 RCW. 93-04-001, 8§ 434-610-010, filed 1/21/93, effective
2/21/93]

WAC 434-610-020 " Public record" defined. "Public records’ means any paper, correspondence,
completed form, record book, photograph, map, or drawing, regardless of physica form or
characterigtics, and including records stored on magnetic, electronic, or optical media, and including
all copies thereof, that have been made by any agency or received by it in connection with the
transaction of public business. And includes any writing containing information relating to the
conduct of government or the performance of government or proprietary function prepared, owned,
used, or retained by the state or local agency regardless of physical form or characteristics.
[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-610-020, filed 1/21/93, effective
2/21/93]

WAC 434-610-025 " Writing" defined. "Writing" means handwriting, typewriting, printing,
Photostatting, photographing, and every other means of recording any form of communication or
representation, including letters, words, pictures, sounds, symbols, or combinations thereof, and dll
papers, maps, magnetic tape, punched cards, discs, drums, and other documents.

[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-610-025, filed 1/21/93, effective
2/21/93.]

WAC 434-610-030 " Records classification" defined. "Records classification" means the
designation of arecord as either an officia public record or as an office file and memorandum, as
those terms are defined by RCW 40.14.010 and by these regulations.

[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-610-030, filed 1/21/93, effective
2/21/93]

WAC 434-610-040 " Official public records’ defined. "Officia public records’ means dl origina
or most important copies of vouchers, receipts, and other documents necessary to isolate and prove
the validity of every transaction relating to the receipt, use, and disposition of al public property and
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public income from all sources whatever; al agreements and contracts to which the state of
Washington or any agency thereof may be a party; al fidelity, surety, and performance bonds; al
claimsfiled againgt the state of Washington or any agency thereof; al records and documents
required by law to be filed with or kept by the state of Washington or any agency thereof; all
legidative records as defined in section 2, chapter 1, Laws of 1971, ex. sess,, and chapter 2, Laws of
1971 ex. sess.; and all other documents or records determined by the state or local records
committees to be official public records.

[Statutory Authority: Chapter 40.14 RCW. 93-04-001, 8§ 434-610-040, filed 1/21/93, effective
2/21/93]

WAC 434-610-050 " Office filesand memoranda" defined. "Office files and memoranda' means
all records, correspondence, exhibits, record books, booklets, drawings, maps, completed forms, or
documents produced or received by the agency but not defined and classified as officia public
records, all documents and reports made for the interna administration of the office to which they
pertain, but not required by law to be filed or kept with such agency; and al other documents or
records determined by the state or local records committees to be office files and memoranda.
[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-610-050, filed 1/21/93, effective
2/21/93.]

WAC 434-610-060 " Record series' defined. "Record series' means any group of related records
which isfiled and used as a unit and which permits evaluation as a unit for disposition purposes.
[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-610-060, filed 1/21/93, effective
2/21/93]

WAC 434-610-070 " Retention period" defined. "Retention period" means the period of time that
must elapse before a specific record is eigible for disposa or transfer in accord with approved
retention schedules.

[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-610-070, filed 1/21/93, effective
2/21/93]

WAC 434-610-080 " Long term records’ defined. "Long term records’ means records, which
have an enduring administrative, legal, or financia, value and in consequence thereof, must be
retained and preserved more than six year.

[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-610-080, filed 1/21/93, effective
2/21/93.]

WAC 434-610-090 " Archival records' defined. "Archival records’ means those public records of
state and local government agencies which are determined by the state archivist as having continued
historical value, must be permanently preserved and have been or may be transferred to the custody
of the division of archives after their approved retention has been met.

[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-610-090, filed 1/21/93, effective
2/21/93.]

WAC 434-610-100 " Retention schedule" defined. "Retention schedul€’ means a compilation of
records of an office by name and description which indicates the length of time each record series
must be retained and authorizing its disposition.

[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-610-100, filed 1/21/93, effective
2/21/93]
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WAC 434-610-110 " Scheduled records’ defined. "Scheduled records’ are those public records
which have been inventoried in accord with these regulations and approved for disposition and/or
transfer to the records center but remain under the jurisdiction of the agency of origin.

[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-610-110, filed 1/21/93, effective
2/21/93.]

WAC 434-610-120 " Division records' defined. "Division records' are those records pertaining to
the operations of the division of archives and records management.

[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-610-120, filed 1/21/93, effective
2/21/93.]

CUSTODY OF PUBLIC RECORDS

WAC 434-615-010 Public records as public property. All public records shall be and remain the
property of the state or loca agency. They shall be delivered by outgoing officials and employeesto
their successors and shall be preserved, stored, transferred, destroyed, and otherwise managed, only
in accordance with the provisions of chapter 40.14 RCW or as otherwise provided for by law and by
these regulations.

[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-615-010, filed 1/21/93, effective
2/21/93.]

WAC 434-615-020 Custody Unless otherwise provided by law, public records must remain in the
legd custody of the office in which they were originaly filed, which shal be considered the office
of record, or shall be destroyed or transferred pursuant to instructions from the state or local records
committee as required by chapter 40.14 RCW. They shal not be placed in the legal or physica
custody of any other person or agency, public or private, or released to individuals, except for
disposition pursuant to law or unless otherwise expresdy provided by law or by these regulations.
[Statutory Authority: Chapter 40.14 RCW. 93-04-001, § 434-615-020, filed 1/21/93, effective
2/21/93.]

WAC 434-615-030 Authority to transfer records All state agency records not required in the
current operation of the office where they are made or kept, and al records of every state agency,
commission, committee, or any other activity of state or local government which may be abolished
or discontinued, shall be transferred to the state archives in accord with approved records retention
schedules.

State records designated by the state archivist as being archiva or potentialy archival shall be
transferred to the legal and physical custody of the state archives so that the valuable historical
records of the state may be centralized, made more widely available for research, and insured
permanent preservation.

Transfer of archiva records to the state archives must take place within fifty years of the creation of
the records so that they may be preserved for posterity in archival-quality conditions. Records,
which the state is required to keep permanently, will be maintained intact by the state archivist, who
will assume all responsibility for the access, care and preservation of such records.

Loca government agency records designated by the state archivist as of primarily historical interest
may be transferred to the state archives, or one of its designated regional depositories, in order to
relieve local offices of the burden of housing them, to insure their preservation, and to make them
available for reference or study. Officias of loca agencies are authorized to transfer records in their
cugtody, which are no longer in current use to the Washington state archives. The state archives are

62



not under obligation to acquire such records and will accept only records deemed vauable as a
historical source. Any transfer must be by concurrent agreemert, excepting wherein records are
selected for preservation as historical sources from records retention schedules submitted to the local
records committee for disposition authorization.

Records designated as archival on records retention schedules must be either transferred to the state
archives system or retained by the originating agency in accord with standards for the maintenance
of and access to archiva records issued by the state archivist.

[Statutory Authority: RCW 40.14.020. 94-21-089, § 434-615-030, filed 10/19/94, effective
11/19/94. Statutory Authority: Chapter 40.14 RCW. 93-04-001, 8§ 434-615-030, filed 1/21/93,
effective 2/21/93.]

POWERSAND DUTIESOFTHE STATE ARCHIVIST

WAC 434-620-010 Power s and duties of the state archivist The division of archives and records
management is established in the office of the secretary of state. The division is administered by the
state archivist and is the primary archival and records management agency of Washington state
government. In order to insure the proper management and safekeeping of public records, the state
archivigt, through the severa sections of the division, carries out the following functions:

(1) Manages the archives of the state of Washington;

(2) Centralizes the archives of the state of Washington to make them available for reference and
scholarship, and to insure their proper preservation;

(3) Inspects, inventories, catalogs, and arranges records retention and transfer schedules on all record
files of al state departments and other agencies of state government;

(4) Insures the maintenance and security of al state public records and establishes safeguards against
unauthorized removal or destruction;

(5) Establishes and operates such state records centers as may from time to time be authorized by
appropriation for the purpose of preserving, servicing, screening, and protecting al state public
records which must be retained temporarily or permanently, but which need not be kept in office
space and equipment;

(6) Adopts rules under chapter 34.05 RCW:

(a) Establishing standards for the durability and permanence of public records maintained by state
and local agencies;

(b) Governing procedures for the creation, maintenance, transmission, or reproduction of public
documents or records in a manner consistent with current standards, policies, and procedures of the
department of information services for the acquisition of information technology;

(c) Governing the accuracy and durability of photographic, optical, eectronic, or other images used
as public records;

(d) Carrying out other provisions of chapter 40.14 RCW.

(7) Operates a central microfilm bureau which will microfilm, at cost, records approved for filming
by the head of the office of origin and the archivist; approves microfilming projects undertaken by
state departments and other agencies of state government; and maintains proper standards for this
work;

(8) Maintains necessary facilities for the review of records approved for destruction and for their
economical disposition; directly supervise such destruction of records as should be authorized by
law;

(9) Provides assistance to agencies of local government in records management related matters,
(10) Manages a statewide essentia records protection program including the operation of an
essential records storage facility, and serves as depository for essential record microfilms for state
and local government agencies.

[Statutory Authority: Chapter 40.14 RCW. 93-04-001, 8§ 434-620-010, filed 1/21/93, effective
2/21/93]
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POWERSAND DUTIESOFTHE LOCAL RECORDSCOMMITTEE

WAC 434-630-010 M ember ship The chief examiner of the division of municipa corporations of
the state auditor's office, the state archivist, and a representative appointed by the attorney genera
shall congtitute a committee to be known as the local records committee. Reference: RCW
40.14.070.

[Statutory Authority: Chapter 40.14 RCW. 92-18-047, § 434-630-010, filed 8/28/92, effective
9/28/92.]

WAC 434-630-020 Committee officers -- Duties The chief examiner of the division of municipal
corporations shal be ex officio chairperson of the local records committee. The representative
appointed by the attorney general shal be vice-chairperson. The state archivist shdl act as secretary
and shall be responsible for the proper recording of its proceedings.

[Statutory Authority: Chapter 40.14 RCW. 92-18-047, § 434-630-020, filed 8/28/92, effective
9/28/92.]

WAC 434-630-030 General powers of the committee The loca records committee may adopt
appropriate procedures for records disposition authorization, scheduling, and other matters relating
to the retention, preservation, or destruction of public records of local government agencies, and
may exercise such further powers as are granted by chapter 40.14 RCW or any other Statute.
[Statutory Authority: Chapter 40.14 RCW. 92-18-047, § 434-630-030, filed 8/28/92, effective
9/28/92.]

WAC 434-630-040 General duties of the committee The loca records committee shall review
lists of records submitted to it for destruction authorization and may veto the destruction of any or al
items contained therein.

The local records committee shall also review recurring disposition schedules recommended to it by
agencies of local government and may veto, approve, or amend such schedules. Approval of a
schedule or amended schedule shall be by unanimous vote of the local records committee members.
[Statutory Authority: Chapter 40.14 RCW. 92-18-047, 8 434-630-040, filed 8/28/92, effective
9/28/92]

WAC 434-630-050 Duties of the state ar chivist To facilitate the work of the local records
committee, the state archivist shall have reasonable access to al public records, wherever kept, for
the purposes of information, surveying, or cataloging them and shall perform the following duties:
(1) Provide guiddinesto loca governmenta agencies for their assistance in preparing lists and
schedules for destruction authorization.

(2) Record final actions and maintain the officia files of the committee.

(3) Designate those records of county, municipal, or other local government agencies, which are of
primarily historical interest and arrange for document transfer to a recognized depository agency in
order to relieve local officers of the burden of housing such records and to insure their preservation.
[Statutory Authority: Chapter 40.14 RCW. 92-18-047, § 434-630-050, filed 8/28/92, effective
9/28/92.]

WAC 434-630-060 Committee meetings The loca records committee shall meet in open public
session on the last Thursday of each month at 10:00 am. to consider al business relevant to the
duties of the committee, at the office of the state archivist, Olympia, Washington.

[Statutory Authority: Chapter 40.14 RCW. 92-18-047, § 434-630-060, filed 8/28/92, effective
9/28/92.]




LOCAL RECORDSDISPOSTION AUTHORIZATION

WAC 434-635-010 Statutory requirements No public record other than office files and
memoranda of any local government agency shall be destroyed until it is sSix years old or until the
gx-year retention is reduced by the local records committee for records that are shown by the
requesting agency that a six-year retention is both unnecessary and uneconomical or that a lesser
federal retention guideline has been established; or until the record has been authorized for
microfilming or for conversion to any other document imaging system approved by the state
archivist.

Except as otherwise provided by law, no public record, including office files and memoranda, shal
be destroyed until approved for destruction by the local records committee. Reference chapter 40.14
RCW.

[Statutory Authority: Chapter 40.14 RCW. 92-18-048, § 434-635-010, filed 8/28/92, effective
9/28/92.]

WAC 434-635-020 Types of destruction authorizations Requests to destroy public records in the
possession of local government agencies shall be approved only by the local records committee and
shall be of two types as further set forth in these regulations; namely:

(1) Listed nonrecurring authorization; and

(2) Recurring disposition schedules.

[Statutory Authority: Chapter 40.14 RCW. 92-18-048, 8§ 434-635-020, filed 8/28/92, effective
9/28/92]

WAC 434-635-030 L isted nonrecurring authorization County, municipal, and other local
government agencies may request authority to destroy non-current public records having no further
administrative or legal value by submitting to the local records committee lists of such recordson
forms provided by the division of archives and records management. Such lists, when approved by
the loca records committee, constitute authority to destroy the specifically dated records indicated.
Listed authorizations are valid only for the dates specified and are not recurring for subsequently
dated records without submittal of a new list.

[Statutory Authority: Chapter 40.14 RCW. 92-18-048, § 434-635-030, filed 8/28/92, effective
9/28/92.]

WAC 434-635-040 Recurring disposition schedules A local government agency, as an aternative
to submitting lists, may elect to establish a records control program based on recurring disposition
schedules recommended by the agency to the local records committee. The schedules are to be
submitted on forms provided by the division of archives and records management, to the local
records committee, which may either veto, approve, or amend the schedule. Approval of such
schedules or amended schedules shall be by unanimous vote of the local records committee.
[Statutory Authority: Chapter 40.14 RCW. 92-18-048, 8§ 434-635-040, filed 8/28/92, effective
9/28/92.]

WAC 434-635-050 General schedules may be adopted. The locd records committee may
approve and issue records retention/disposition schedules which shall congtitute authority to dispose
of specific records, held commonly by like agencies, after arequired retention period, on arecurring
basis until the schedule is either amended or revised by the committee.

[Statutory Authority: Chapter 40.14 RCW. 92-18-048, § 434-635-050, filed 8/28/92, effective
9/28/92.]

WAC 434-635-060 Recor ds retention and disposition guidelines The state archivist may furnish
suggestions and guidelines to loca governmenta agencies for their assistance in the preparation of
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lists and schedules and may furnish information relating to any other matter relating to the retertion,
preservation, or destruction of public records. Such guidelines may be published and include
suggestions relative to the minimal retentions of records and recommendations for microfilming.
The guidelines are suggestive only and are not records destruction authorizations.

[Statutory Authority: Chapter 40.14 RCW. 92-18-048, § 434-635-060, filed 8/28/92, effective
9/28/92.]

METHODS OF RECORDS DI SPOSAL

WAC 434-640-010 Recor ds digposal -- Generally When the State or loca records committee has
authorized the destruction of public records in accord with chapter 40.14 RCW, it shdl be the
responsibility of the agency having requested or received such authorization to cause such records to
be disposed of promptly and effectively, after the approved retention period.

[Statutory Authority: RCW 40.14.020. 92-05-060, § 434-640-010, filed 2/14/92, effective 3/16/92.]

WAC 434-640-020 Disposal of confidential recordslt is the agency's responsibility to insure that
records exempt from disclosure per chapter 42.17 RCW, or which are otherwise considered
confidential, are protected from unauthorized access during any disposal process. The primary
purpose of such disposal shal be that of reducing the records to an illegible condition.

[Statutory Authority: RCW 40.14.020. 92-05-060, § 434-640-020, filed 2/14/92, effective 3/16/92.]

WA C 434-640-030 Disposal by recycling Pursuant to disposa authorization from the state or local
records committee, an agency may dispose of records by recycling, under the following conditions:
(1) The prompt destruction of the records shall be insured, and the responsibility for such destruction
shall continue to be that of the agency until effectuated.

(2) The recycling agent or entity shall have any required licenses and shall be insured or bonded.

(3) Records shall not be kept in unattended and unprotected storage awaiting their destruction.

(4) The agency or its authorized agent shall have in effect a contract or written agreement with the
recycling entity which includes these conditions.

[Statutory Authority: RCW 40.14.020. 92-05-060, § 434-640-030, filed 2/14/92, effective 3/16/92.]

STANDARDS FOR THE ACCURACY, DURABILITY AND PERMANENCE OF
PUBLIC RECORDS

WAC 434-660-010 Statutory authority The state archivist shall adopt rules under chapter 34.05
RCW setting standards for the durability and permanence of public records maintained by state and
local agencies:

(1) Governing procedures for the creation, maintenance, transmission, or reproduction of
photographic, optical, electronic, or other images of public documents or records in a manner
consistent with current standards, policies, and procedures of the department of information
services,

(2) Governing the accuracy and durability of photographic, optical, electronic or other images used
as public records. Reference RCW 40.14.020.

[Statutory Authority: Chapter 40.14 RCW. 93-19-051, § 434-660-010, filed 9/10/93, effective
10/11/93]
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IMAGING SYSTEMS STANDARDSFOR ACCURACY AND DURABILITY

WAC 434-663-100 L egality The purpose of this chapter isto establish standards and recommended
practices for the creation, preservation, access to, and retention of public records on electronic
imaging systems. Electronic imaging systems may legally be used for recording, producing,
reproducing, maintaining, and storing public records if:

(1) Those systems meet the standards set forth in this chapter;

(2) The systems are used in accordance with this chapter; and

(3) The retention and disposition of the original and copies of records maintained on those systems
regardless of media are scheduled, maintained, and disposed of in accordance with chapter 40.14
RCW. Nothing in this chapter can be construed to limit the admissibility of any public record as
evidence.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, § 434-663-100, filed 9/28/00, effective
10/29/00. Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-100, filed 2/1/94,
effective 3/7/94.]

WAC 434-663-200 Electr onic document imaging system An e ectronic document imaging
system is a computer-based configuration of equipment and software that stores machine-readable
document images and their associated charecter-coded index data for on-demand retrieval.
Electronic images can be computer generated, or created through document scanning.

[Statutory Authority: Chapter 40.14 RCW. 94-04-102, 8§ 434-663-200, filed 2/1/94, effective
3/7/94.]

WAC 434-663-210 Document scanning. A specialy designed input workstation is required to
convert documents or images to machine-readable form for computer processing and storage. At a
minimum, the input workstation includes a document scanner, an image processor unit, avideo
display unit, keyboard, and access to storage. Using a solid-state array or other photosensitive
components, the document scanner measures the amount of light associated with successively
encountered PEL s (Picture Element) and transmit a corresponding electrical signal that is converted
to computer compatible digital codes.

[Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-210, filed 2/1/94, effective
3/7/94.]

WAC 434-663-220 | mage An image can be a document, picture, or graphic. Animage can be
produced by scanning paper or film documents, producing images through a computer program,
receiving an image by means of afax, or by other means.

[Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-220, filed 2/1/94, effective
3/7/94]

WAC 434-663-230 Enhancement Any method including adjusting brightness and contrast, or
agorithm employed with the objective of producing an accurate and legible copy.

[Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-230, filed 2/1/94, effective
3/7/94.]

WAC 434-663-240 Archival records. Archiva records are records that have permanent and/or
historica value and are scheduled as archival. Long-term records are records having aretention
period in excess of ten years. Permanent records are those records that are required by specific
statute to be retained permanently.

[Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-240, filed 2/1/94, effective
3/7/94.]
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WAC 434-663-250 Open system Open system is defined to be a system that implements sufficient
public specifications for interfaces, servicesand supporting formats to enable applications software
to be ported across awide range of systems, to interoperate or interchange with other applications on
local and remote systems, and to interact with usersin a style that facilitates portability. Public
specifications are maintained by open, public consensus process to accommodate new technology
over time, and which are consistent with international standards.

[Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-250, filed 2/1/94, effective
3/7/94.]

WAC 434-663-260 Defacto standard A defacto standard is awidely accepted industry standard
without officia recognition by a standards group.

[Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-260, filed 2/1/94, effective
3/7/94.]

WAC 434-663-270 Record seriesA group of records that are created, used, filed, and disposed of
as a unit because they relate to a particular subject or function, result from the same activity, or
document a specific kind of transaction.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, § 434-663-270, filed 9/28/00, effective
10/29/00.]

WAC 434-663-300 Quality of digital images Ensuring the quality of digitized images requires
exercising control over the conversion of the original image to digital data, enhancement of the
digital image if necessary, compression of the digital data for storage, decompression of digital data
for retrieval, displaying the image, and printing the image.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, § 434-663-300, filed 9/28/00, effective
10/29/00. Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-300, filed 2/1/94,
effective 3/7/94.]

WAC 434-663-305 Scanning density. Bitonal images of documents containing type fonts no
smdler than six-point shal be scanned at a minimum density of 200 dots per inch (dpi). Bitona
images of documents containing type fonts smaler than six-point, engineering drawings, maps, and
similar documents with fine detail or poor contrast, shall be scanned at a minimum density of 300
dots per inch. Until an ANSI or AlIM standard for color images using a loss less nonproprietary
compression agorithm is established, it is recommended that color documents be scanned at a
minimum density of 150 dots per inch (dpi) and use TIFF, Version 5, specifications. Scanner qudity
control procedures shal conform to ANSI/AIIM M $44-1988, Recommended Practice for Quality
Control of Images Scanners.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, § 434-663-305, filed 9/28/00, effective
10/29/00]

WAC 434-663-325 Compression and decompression of data Electronic imaging systems for
bitonal images shall use the Consultative Committee on International Telegraphy and Telephony
(CCITT) Group 3 or Group 4 compression and decompression techniques without proprietary
dterations to the algorithm. For the storage of electronic images of records for which the state or
local records committee has approved a retention period of six years or less from the date of
cregtion, a nonproprietary loss less compression algorithm may be used if a utility program or
application software option is maintained to convert images to the TIFF Group 3 or Group 4
standard. For the compression and decompression of color images aloss less algorithm, such as
TIFF, Group 5, is recommended.



[Statutory Authority: RCW 40.14.020(6). 00-20-038, § 434-663-325, filed 9/28/00, effective
10/29/00]

WAC 434-663-500 Open systems ar chitectur e Ensuring the usability of digital imagesto serve
the functions for which they were designed involves long-term commitment to an open systems
architecture and an approach to component upgrading, data transfer, and migration path that
guarantees the portability of current data to be used with future technologies.

[Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-500, filed 2/1/94, effective
3/7/94.]

WAC 434-663-530 System documentation Detailed technica documentation is needed to
facilitate future system access. Minimum documentation must include:

(1) A hardware systems administrator manua specifying hardware, cabling, and communications
configurations,

(2) Software applications documentation, including user manuals and design documentation;

(3) Operational procedures for scanning, indexing and verifying images;

(4) Current security and system change control procedures, including logs of those changes,
indicating the date, identity of the person making the changes and the reason for the change; and
(5) Written procedures for periodic back-ups, including schedules and the location of secure off-site
storage for those back-ups.

Agencies will maintain one copy of current documentation on-site and one current copy in
designated secure storage.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, 8§ 434-663-530, filed 9/28/00, effective
10/29/00. Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-530, filed 2/1/94,
effective 3/7/94.]

WAC 434-663-600 Retention scheduling and disposition of public records Converson to an
imaging system does not automatically authorize the destruction of the source documents for which
images have been created. Destruction of, or changes to the retention period of, any public records
due to conversion to or the use of a new media requires lega approval of the state or loca records
committee of the state of Washington under chapter 40.14 RCW, chapter 434-635 WAC, and other
applicable state laws.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, 8§ 434-663-600, filed 9/28/00, effective
10/29/00. Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-600, filed 2/1/94,
effective 3/7/94.]

WAC 434-663-615 Recor dsretention scheduling for records on imaging system The required
retention scheduling of public records to be created, maintained, accessed, distributed, or preserved
by government entities on e ectronic imaging systems should be done prior to the creation or
copying of images of those records. Retention schedules shall be based on the information content
and function of the record series. Record series documenting electronic information system
operation, and maintenance must aso be included on the records retention schedule approved for the
agency using the system. Electronic image media rendered obsolete through the verified accurate
migration of itsimages to a more current media for readability may be considered a redundant
version and disposed of as directed by chapter 40.14 RCW.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, § 434-663-615, filed 9/28/00, effective
10/29/00.]

WAC 434-663-630 Agency acquisition -- Department of infor mation services approval State
agencies intending to utilize an imaging system for the storage or conversion of public records must
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include such plansin their biennia information technology plan submitted to the department of
information services and comply with other requirements of DIS as may apply.

[Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-630, filed 2/1/94, effective
3/7/94.]

WAC 434-663-640 Disposition of records identified by records committee as ar chival. Public
records that are designated "archiva" or "potentially archiva™ by the state or local records
committee may not be destroyed without committee approval, even where images of those records
have been produced and stored on an electronic imaging system.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, § 434-663-640, filed 9/28/00, effective
10/29/00.]

WAC 434-663-700 Usability of image and index data over time Maintaining accessto and
usability of eectronic records requires the ability to process images and indexes both on the
computer system on which they were created and on their replacement computer systems without
loss of information for the full retention period approved for that record. Ensuring the readability of
electronic records over time requires the maintenance of proper environmental conditions, periodic
recopying, and strategies to preserve data by migration from one generation of technology to another
through a commitment to open architecture.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, amended and recodified as § 434-663-700,
filed 9/28/00, effective 10/29/00. Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-
400, filed 2/1/94, effective 3/7/94.]

WAC 434-663-705 Recor d keeping capabilities Electronic imaging systems must have the
following security and retention features or capabilities:

(1) Tracking information at the records series level.

(2) Ability to properly eiminate or dispose of records that exceed their retention periods as
established under RCW 40.14.050 through 40.14.070.

(3) Record authentication functions as needed to meet legal, audit, and administrative requirements
including automatic, computer-generated maintenance of the date and time of record creation or
updating, the identity of the user or system that created or updated the record, and a system-enforced
log of disposition actions.

(4) Protection against unauthorized access to records by means of a password hierarchy or other
system security.

(5) Indexing capabilities that provide flexibility in associating a record series with multiple subject
categories, that facilitate access and retrieval, and that provide links to related records or supporting
documentation.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, § 434-663-705, filed 9/28/00, effective
10/29/00.]

WAC 434-663-710 Defining indexing requiremerts The selection of indexing methods and terms
should be based on an analysis of the retrieva requirements associated with a particular application,
and must ensure efficient and accurate retrieval of images and information. The design and content
of the index should utilize standard attributes wherever available and take into account the security
of the index and the retrieval requirements of both current and future users of the recordsincluding
agency personnel, researchers, and the public.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, amended and recodified as § 434-663-710,
filed 9/28/00, effective 10/29/00. Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-
410, filed 2/1/94, effective 3/7/94.]
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WAC 434-663-720 Preservation strategy For an el ectronic image system containing public
records with aretention period of ten years or longer or records containing archival information, one
or more of the following preservation strategies must be employed:

(1) Retain the original paper documents;

(2) Microfilm the original documents;

(3) Migrate optica media and magnetic media at |east every ten years or sooner as is necessary to
avoid technical obsolescence, loss of readability, and excessive read error rates; or

(4) Record the eectronic images on industry standard microfilm at the same density at which they
were scanned.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, amended and recodified as § 434-663-720,
filed 9/28/00, effective 10/29/00. Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-
420, filed 2/1/94, effective 3/7/94.]

WAC 434-663-730 Header information on image files An electronic imaging system containing
public records with a retention period of ten years or longer or records containing archival
information must use a nonproprietary file header format such as Tagged Image File Format (TIFF)
or a header that complies with ANSI-AIIM MS53, File Format for Storage and Exchange of
Images, or Bi-level File Format: Part 1.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, 8§ 434-663-730, filed 9/28/00, effective
10/29/00.]

WAC 434-663-740 Security backup copies Security backup copies must be made of electronic
imaging system records stored on electronic media. The methods and frequency of backup should
be determined by the amount of information that would be lost if data had to be restored using the
previous backup. Since backup copies are also subject to media failure, it is recommended that
redundant (multiple) backup copies be made and stored at different locations, with one copy stored
off-site. In order to ensure accessibility of data, at least one redundant backup copy should be
recorded in a nonproprietary format. Security backup copy media must be inspected for quality
using de facto or industry standards on aregular schedule and replaced before predicted failure. If
the primary backup copy of an operational imaging system is found to deviate from the primary
production copy due to suspected corruption or read errors, the discrepancy must be located and
both the production and backup copies must be corrected to contain accurate versions of the origina
images.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, § 434-663-740, filed 9/28/00, effective
10/29/00.]

WAC 434-663-750 Ensuring usability. At a minimum, the system must include an electronic error
checking utility that will check the integrity of the data when written to the media

[Statutory Authority: RCW 40.14.020(6). 00-20-038, recodified as § 434-663-750, filed 9/28/00,
effective 10/29/00. Statutory Authority: Chapter 40.14 RCW. 94-04-102, § 434-663-450, filed
2/1/94, effective 3/7/94.]

WAC 434-663-760 Environmental standards or best practicesfor storage of electronic media
Electronic media should be stored in a dust-free environment under the following environmental

conditions:

(1) Temperature ranges meeting standards or best practices recommended for the media stored;
(2) A relative humidity range meeting standards or best practices recommended for the media
stored;

(3) Media should be stored in a closed container to protect from dust and fingerprints, and

71



(4) Magnetic tape should be rewound in accordance with de facto or industry standards, or to best
practices.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, 8§ 434-663-760, filed 9/28/00, effective
10/29/00.]

WAC 434-663-770 Continued accessto data If access to data in an existing €l ectronic imaging
system cannot be maintained for the specified retention period of the records stored in that system,
the images must be migrated, without loss to the images or indexes, at the time of acquisition or
implementation of a new system. Access to electronic data, which has not been migrated to a new
system, requires preserving the data, the storage medium in which the data is kept, and whatever
hardware, operating system, and applications software is needed to view and use the data.
[Statutory Authority: RCW 40.14.020(6). 00-20-038, § 434-663-770, filed 9/28/00, effective
10/29/00.]

WAC 434-663-780 Data conver sion costs The adoption of new e ectronic imaging systems may
require significant expenditures for conversion of information maintained in existing electronic
formats to the formats required by new imaging systems. System planning should include analysis
of future information access, maintenance, data conversion, and security costs.

[Statutory Authority: RCW 40.14.020(6). 00-20-038, 8§ 434-663-780, filed 9/28/00, effective
10/29/00.]

SECURITY MICROFILM

WAC 434-677-010 Security microfilm Security microfilm is generated to protect records
identified as essentid to the continuity of state and local government, or as otherwise provided by
law. Reference: Chapter 40.10 RCW.

[Statutory Authority: RCW 40.14.020. 92-08-020, § 434-677-010, filed 3/20/92, effective 4/20/92.]

WAC 434-677-020 Stor age of security microfilm Security microfilm shal be stored off-site from
the original records, working copies of the microfilm, or other media containing the same
information or documents. Security microfilm shall be stored in facilities under the public domain.
Storage must meet atmospheric, fire, and security criteria established by technical standards for the
storage of public records issued by the state archivist. Reference: Chapter 40.14 RCW.

[Statutory Authority: RCW 40.14.020. 92-08-020, § 434-677-020, filed 3/20/92, effective 4/20/92.]

WAC 434-677-030 Use of state ar chives security storagefacility State agencies shal store
security microfilm in facilities provided by the division of archives and records management. Local
agencies may store security microfilm with the division of archives or at other sites, which meet
archival microfilm vault storage standards.

[Statutory Authority: RCW 40.14.020. 92-08-020, § 434-677-030, filed 3/20/92, effective 4/20/92.]

WAC 434-677-040 Retention of security microfilm Microfilm accepted for security storage will
be retained per records retention schedules approved by the state or local records committee
established in accord with chapter 40.14 RCW or per agency-approved essential records schedules
established in accord with chapter 40.10 RCW. If the film is determined by the division of archives
microfilm quality control examiner to be substandard, and the office of record has refused to take
corrective or remedia action, the division reserves the right to return the film prior to the expiration
of the scheduled retention.

[Statutory Authority: RCW 40.14.020. 92-08-020, 8§ 434-677-040, filed 3/20/92, effective 4/20/92.]
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WAC 434-677-050 Accessto security film. Access to security microfilm stored by the state
archivesisrestricted to authorized staff of the state archives for purposes of filing, inventory,
inspection maintenance and approved duplication; and to authorized staff of the office of record
depositing the film, for purposes of ingpection.

[Statutory Authority: RCW 40.14.020. 92-08-020, § 434-677-050, filed 3/20/92, effective 4/20/92.]

WAC 434-677-060 Use and removal of security microfilm Security microfilm isfor use only asa
master for authorized film duplication. Security microfilm will not be removed from the state
archives storage facility except for permanent return to the agency of origin upon a sixty-day
notification by the agency or the division of archives. Any relocation of security microfilm must be
to facilities meeting security film storage standards.

[Statutory Authority: RCW 40.14.020. 92-08-020, § 434-677-060, filed 3/20/92, effective 4/20/92.]

WAC 434-677-070 I nspection and notification Security microfilm will be inspected upon receipt
for film type, condition, density, and resolution quality. Security microfilm shall be spot checked
throughout its storage life for evidence of deterioration. Agencies will be notified of substandard
film and advised of recommended remedd actions.

[Statutory Authority: RCW 40.14.020. 92-08-020, § 434-677-070, filed 3/20/92, effective 4/20/92.]

WAC 434-677-080 Right to refuse or return security film The division reservesthe right to
refuse or return microfilm sent for security storage under certain conditions including the following:
(1) Thefilmis not the silver halide camera negative or first copy positive.

(2) The film does not meet state quality standards for density and resolution.

(3) The film has microscopic blemishing, mold, or other forms of deterioration or damage, or will
not produce a usable work copy.

(4) Thefilm is not packaged, identified, and transmitted in accord with division guidelines.

(5) The records being secured on microfilm do not qualify as essentia records per chapter 40.10
RCW, or are not appraised as historically vauable.

[Statutory Authority: RCW 40.14.020. 92-08-020, § 434-677-080, filed 3/20/92, effective 4/20/92.]

ARCHIVES—-ACCESSTO PUBLIC RECORDS

WAC 434-690-010 Purpose The purpose of this chapter shal be to ensure compliance by the office
of the secretary of state, division of archives and records management with the provisions of chapter
1, Laws of 1973 (Initiative 276), Disclosure -- Campaign finances -- Lobbying -- Records; and in
particular with sections 25-32 of that act, dealing with public records.

[Statutory Authority: RCW 42.17.250. 91-23-024, § 434-690-010, filed 11/12/91, effective
12/13/91]

WAC 434-690-020 Description of central and field organization of the division of ar chives and
recor ds management Division of archives and records management The divisionis an
administrative service and regulatory agency. The administrative office of the divison and its staff
are located at the Archives and Records Center Building, Olympia, Washington.

[Statutory Authority: RCW 42.17.250. 91-23-024, § 434-690-020, filed 11/12/91, effective
12/13/91.]

WAC 434-690-030 Operations and procedures The division of archives and records management
is the primary archival and records management agency of Washington state government. The
divison is organized as depicted in Appendix A. Through its severd sections, operating units, and
regiona officesit carries on the functions cited in chapter 434-620 WAC.
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[Statutory Authority: RCW 42.17.250. 91-23-024, § 434-690-030, filed 11/12/91, effective
12/13/91]

WAC 434-690-040 Public records available. All public records of the division as defined in WAC
434-15-610 are deemed to be available for public inspection and copying pursuant to these rules,
except as otherwise provided by RCW 42.17.310 and WAC 434-690-100.

[Statutory Authority: RCW 42.17.250. 91-23-024, § 434-690-040, filed 11/12/91, effective
12/13/91.]

WAC 434-690-050 Public records officer. (1) The divisiond records shal be in the charge of the
public records officer designated by the secretary of state. The person so designated shall be located
in the administrative office of the secretary of state. The public records officer shall be responsible
for the following: The implementation of the division's rules and regulations regarding release of
public records, coordinating the staff of the division in this regard, and generally insuring
compliance by the staff with the public records disclosure requirements of chapter 42.17 RCW.

(2) The archiva records in the custody of the division shall be in the charge of the Sate archivist.
The state archivist shal be located in the state archives and records center building. The state
archivist shal be responsble for the following: The implementation of the division's regulations
regarding the release of archiva records, coordinating the staff of the division in this regard and
generally insuring compliance by the staff with the public records disclosure requirements of chapter
42.17 RCW.

(3) The scheduled records in the custody of the division shal be in the charge of the public records
officer designated by the agency of record origin. The public records officer of the agency of records
origin shal be responsible for implementation of the agency's rules and regulations regarding the
release of public records and coordinating with the staff of the state archivesin this regard insofar as
records of his agency in the custody of the state archivist are concerned.

[Statutory Authority: RCW 42.17.250. 91-23-024, § 434-690-050, filed 11/12/91, effective
12/13/91]

WAC 434-690-060 Office hours Divisiona records, archives and scheduled records shall be
available for inspection and copying during the customary office hours of the division. For the
purposes of this chapter, the customary office hours shall be from 8:30 am. to 4:30 p.m., Monday
through Friday, excluding legal holidays.

[Statutory Authority: RCW 42.17.250. 91-23-024, § 434-690-060, filed 11/12/91, effective
12/13/91.]

WAC 434-690-070 Requests for public records -- Archives-- Scheduled records. In accordance
with requirements of chapter 42.17 RCW that agencies prevent unreasonable invasions of privacy,
protect public records from damage or disorganization and prevent excessive interference with
essential functions of the agency, public records may be inspected or copied or copies of such
records may be obtained, by members of the public, upon compliance with the following
procedures:

(1) Divisional records. A request shal be made in writing upon the form prescribed in WAC 434-
690-150 which shall be available at the division's administrative office or at the secretary of state's
administrative office. The form shall be presented to the secretary of state's public records officer at
his/her office, or if he/she is not available, to any member of the divison's staff at the adminidrative
office of the division, during customary office hours. The request shall include the following
information:

(& The name of the person requesting the record;

(b) Thetime of day and calendar date on which the request was made;

(c) The nature of the request;
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(d) If the matter requested is referenced within the current index maintained by the records officer, a
reference to the requested record asiit is described in such current index;

(e) If the requested matter is not identifiable by reference to the division's current index, an
appropriate description of the record requested.

(2) Archives. A request shal be made in writing upon a form prescribed by the division which shall
be available at the State archives and records center. The form shall be presented to the state
archivigt, or to amember of the division's staff, designated by the state archivigt, at the state archives
building, during customary office hours. The requests shall include specific subject and date and/or
state archives record group, sub-group, series and date information to facilitate record retrieval.

(3) Scheduled records. Requests for scheduled records in the custody but not under the jurisdiction
of the gtate archives, must be made through the office of record origin in accord with the rules and
regulations regarding the release of public records by that agency as published in the Washington
Adminigtrative Code in compliance with chapter 42.17 RCW. An approved request form or letter of
authorization from an appropriate agency of records origin must then be presented to the state
archivigt, or amember of the division's staff, thereby granting access, unless the division has other
access authority granted by agency of record. The request or letter of authorization shall include the
same or nearly the same identifying information as that supplied for public records of the division.
(4) Indl casesin which amember of the public is making arequest, it shal be the obligation of the
public records officer or staff member to whom the request is made, to assist the member of the
public in appropriately identifying the public record requested.

[Statutory Authority: RCW 42.17.250. 91-23-024, § 434-690-070, filed 11/12/91, effective
12/13/91.]

WAC 434-690-080 Fees (1) No fee shall be charged for the ingpection of public records.

(2) No fees shall be charged for records search and retrieva services.

(3) Thedivison may impose a reasonable charge for providing copies of public records, regardliess
of media, and for the use by any person of division equipment to copy public records. Charges shall
not exceed the amount necessary to reimburse the division for its actua costs incident to such
copying.

(4) Thedivison may charge afee for research services prorated on salary benefit and overhead costs
with a half-hour minimum.

(5) The divison sndl charge afee of five dollars per certificate for issuance of a certificate or
certified copies.

[Statutory Authority: RCW 42.17.250. 91-23-024, § 434-690-080, filed 11/12/91, effective
12/13/91.]

WAC 434-690-090 Exemptions (1) The division reserves the right to determine that a public record
or archive record requested in accordance with the procedures outlined in WAC 434-690-070 is
exempt under the provisions of RCW 42.17.310.

(2) In addition, pursuant to RCW 42.17.310, the division reserves the right to delete identifying
details when it makes available or publishes any public record, in any cases when there is reason to
believe that disclosure of such details would be an invasion of personal privacy protected by chapter
42.17 RCW. The public records officer or state archivist will fully justify such deletion in writing.
(3) All denids of requests for public records must be accompanied by a written statement specifying
the reason far the deniad, including a statement of the specific exemption authorizing the
withholding of the record and a brief explanation of how the exemption applies to the record
withheld

[Statutory Authority: RCW 42.17.250. 91-23-024, § 434-690-090, filed 11/12/91, effective
12/13/91.]
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WAC 434-690-100 Review of denials of public recordsrequests. (1) Any person who objectsto
the denia of arequest for a public record may petition for prompt review of such decision by
tendering a written request for review. The written request shall specifically refer to the written
statement by the public records officer or other staff member, which constituted or accompanied the
denidl.

(2) Immediately after receiving awritten request for review of a decision denying a public record,
the public records officer or other staff member denying the request shal refer it to the secretary of
state. The secretary of state shall immediately consider the matter and either affirm or reverse such
denid. In any case, the request shall be returned with a final decision, within two business days
following the origina denidl.

(3) Administrative remedies shall not be considered exhausted until the secretary of state has
returned the petition with a decision or until the close of the second business day following denia of
inspection, whichever occursfirst.

[Statutory Authority: RCW 42.17.250. 91-23-024, § 434-690-100, filed 11/12/91, effective
12/13/91]

WAC 434-690-110 Protection of public records Records will be made available to the requestor
subject to the following restrictions:

(1) the records may not be removed from the area designated.

(2) The quantity of records may be limited in consonance with the requested use.

(3) All possible care will be taken by the requestor to prevent damage to the records.

(4) Records may not be marked or dtered in any way.

(5) Use of liquids and fountain pens; also eating, drinking, and smoking while utilizing the recordsis
prohibited.

(6) Records shdl not be defaced in any way including writing on, folding or folding anew if in
folded form, tracing or fastening with clips or other fasteners except those that may already exist in
thefile.

(7) Records may not be cut or mutilated in any way.

(8) Records must be kept in the order in which received.

(9) Records will be returned to the state archivist or his designee by the requestor when no longer
required and no later than the end of the customary office hours as set forth in WAC 434-690-060.
[Statutory Authority: RCW 42.17.250. 91-23-024, § 434-690-110, filed 11/12/91, effective
12/13/91]

WAC 434-690-120 Records index (1) Index. The divison has available to al persons a current
index which provides identifying information as to the following records issued, adopted, or
promulgated since its inception:

"(a) Fina opinions, including concurring and dissenting opinions, as well as orders, made in the
adjudication of cases;

"(b) Those statements of policy and interpretations of policy, statute and the congtitution which have
been adopted by the agency;

"(c) Adminigtrative staff manuals and instructions to staff that affect a member of the public;

"(d) Planning policies and goals, and interim and fina planning decisions;

"(e) Factua staff reports and studies, factual consultant's reports and studies, scientific reports and
studies, and any other factua information derived from tests, studies, reports, or surveys, whether
conducted by public employees or others;

"(f) Correspondence, and materials referred to therein, by and with the agency relating to any
regulatory, supervisory, or enforcement responsibilities of the agency, whereby the agency
determines, or opines upon, or it is asked to determine or opine upon, the rights of the state, the
public, a subdivision of state government, or of any private party;
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"(g) Public records accessioned into the archive proper of the state of Washington; and

"(h) Scheduled recordsin the custody of the state archives.”

(2) Availability. The current index promulgated by the division shdl be available to al persons
under the same rules and on the same conditions as are applied to public records available for
inspection.

[Statutory Authority: RCW 42.17.250. 91-23-024, § 434-690-120, filed 11/12/91, effective
12/13/91.]

WAC 434-690-130 Communication with division -- Address. All communications with the
division including but not limited to the submission of materials pertaining to its operations and/or
the administration or enforcement of chapter 42.17 RCW and these rules; requests for copies of the
division's decisions and other matters, shall be addressed as follows: Office of the Secretary of State,
c¢/o Public Records Officer, Legidative Building, Olympia, Washington 98504-0000.

[Statutory Authority: RCW 42.17.250. 91-23-024, 8§ 434-690-130, filed 11/12/91, effective
12/13/91.]

WAC 434-690-140 Adoption of form The division hereby adopts for useby al persons requesting
ingpection and/or copying or copies of its records, the form attached hereto as Appendix B entitled
"Request for public record.”

[Statutory Authority: RCW 42.17.250. 91-23-024, § 434-690-140, filed 11/12/91, effective
12/13/91]
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